MODERN BANK OFFICE: A far 
from. the “marble tomb" style. of 
Schitecture and furnishing which 
Sominated the banking field— 
Me Raw offices .{ the Centraf 
National 8.,.; of ‘Cleveland, at 509 
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Almost any typist you employ can turn 
out nearly twice as much work, auto- 
matically, by Moore dotted line magic. 
The dotted line holds together sets of 
Moore’s continuous forms. Statements, 
invoices, purchase orders stream con- 
tinuously through writing machines. 
Assembly line techniques save up to 
95% of the time normally wasted. 
Moore continuous forms are saving 
thousands of costly man-hours for busi- 
nesses of every kind and size. A Buffalo 


Continuous Register Forms and Registers 


Fanfold Billing 
Machine Forms 


we Fourteen clear copies at a clip, using Moore Continuous Interleaved Marginal Punched Forms 
= 


engineering firm, for example, reports 
savings of about 50% of clerical time 
with Moore many-part continuous inter- 
leaved forms. These modern cost-cutting 
business forms give invoice, shipping 
order, packing slip in one writing! 
Your business can pare overhead, too. Just call 
your local Moore office —in over 200 cities, 
nearly everywhere. Or write any Moore fac- 
tory: Niagara Falls and Elmira, N. Y.; St. Paul, 
Minn.; Denton, Tex.; Los Angeles and Emery- 
ville, Calif.; Salem, Oregon. Also sales offices 
and factories across Canada. 


Continuous Interleaved 
Typewriter Forms 


Marginal Punched 


Business Machine Forms 


doubled production—by the magic dotted line 


s 


BUSINESS FORMS, INC. 


A national company offering a complete range of 
modern business forms * * * THE RIGHT 
BUSINESS FORM FOR EVERY FORM OF BUSINESS! 


Sales Books for 
Every Business Operation 


Speedisets for Fast 
Carbon Extraction 
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They m 
O Mindrender 


HOW DO THEY EXPECT 
ANYONE TO READ 


MAILINGS AS BLURRY AS THIS? 


Are you satisfied that your 
mimeographed mailings are clear, 
sharp, easy-to-read ? 

Your prospects won't: bother 
to read through them if they're 
blurry, fuzzy. messy —as so many 
bulletins are. 

Hammermill Mimeo - Bond 
produces more than 5,000 clear. 
legible copies from a single stencil, 
when you want that many. 

And this paper comes in white 
and six distinctive colors. You 
can put your message on a “char- 
acteristic” color that will be iden- 
tified at once as coming from you. 


eae OES, ¢ 7 
SORT seapere 
HAMMERM; 
MIMEO-BoONp 


y We'd like to send you—free— 
the 100-sheet trial packet of 
Hammermill Mimeo- Bond. Test 
it for yourself. Compare it with 
the paper you now use. With the 
ine packet we'll include the [lammer- 
mill idea- book. “Better Stencil 
Copies.” that tells you how to 
get better results from your sten- 
cil duplicating equipment. 


La 

Y 

GZ Just send the coupon now...test 
Hammermill Mimeo-Bond for y ourself For the name of a member of the Hammermill 


NC Guild of Printers, call Western Union by num- 
° ber and ask for “Operator 25.” 


i Forms 


Hammermill Paper Company, 
1471 East Lake Road, Erie, Pennsylvania 


Please send me — FREE — the 100-sheet packet of Hammermill Mimeo- 
Bond and a copy of “Better Stencil Copies.” 


Name 


iy 


Position — . ; 
(Please attach to, or write on, your business letterhead) oM—JUN i 


AMMERMILL PRODUCT 


ee ee ee eee | 
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There is a complete line ee eee 
of GF metal furniture - =| aim | 
| desks, tables, chairs, files 2 ee 
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The mechanized filing equipment with 
SELF-ADJUSTING DIVIDE-A-FILES 


Save space, save time, save money, 
with the improved Super-Filer 


@ Now is the time to get rid of obsolete files. Improved Super- 
Filer, with Self-Adjusting Divide-a-Files. cuts office expense 
four ways: Saves time, simplifies filing work, saves floor space, 
reduces initial cost of equipment. 

The unique feature of Super-Filer is its Swing Front. When 
a drawer is opened, the front swings forward. producing a 
supported angle spread of contents and adding working space. 
This feature permits 18°% more payload per drawer—makes 
it possible to replace 3 old 4-drawer conventional files with 
2 new 5-drawer Super-Filers. 


New Self-Adjusting Divide-a-Files (three to a drawer) 


mechanically simplify filing. They break up the drawer load. 
hold contents slanted to the rear for easy reading and auto- 
matically help to maintain compression. They self-adjust 
themselves to changes in volume of drawer contents. 
Improved Super-Filer with Self-Adjusting Divide-a-Files 
marks a milestone in the filing of office records. It is available 


in 4- and 5-drawer heights. Write for complete information 


and the name of our nearest branch or dealer. 
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4 THE GENERAL 
FIREPROOFING COMPANY 


YOUNGSTOWN 1, OHIO 
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A. Devaney, Ine. N 


Entrance, U. S. Supreme Court 


Decision Wanted 


% AMERICANS are supposed to be a people noted for quick 
decisions. But our government still has not decided whether 
the national war emergency declared nearly a decade ago is 
over—and business offices everywhere are hanging on to great 
masses of obsolete records relating to government contracts, 
which must be kept until after the emergency is officially 
ended. 

Speaking at Louisville recently to a meeting of cost account- 
ants, R. C. Neaidengard of Westinghouse Electric Corp. said 
that unless the emergency is soon declared over his company 
will have to get new warehouses for storage of old, dead rec- 
ords—125,000 cartons of papers applying to contracts, which 
cannot be destroyed until a fixed period after end of the 
emergency. 

Westinghouse has appealed to the government to terminate 
the emergency so far as record retention is concerned. Other 
firms are hoping for some court decision somewhere to rescue 
them. Wherever the decision comes from, it should come fast! 


NOTE OUR NEW ADDRESS 
For the first time in many years, a new address appears on this 
page for OFFICE MANAGEMENT & EQUIPMENT'S New 
York offices. We have moved from 260 Fifth Ave. to 212 Fifth 
Ave., at 26th St., where double the former space is available. 
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FO UR re-writings 


weth 


ONE stofjforms 


Here it is... the UARCO 
Mualti-Linkt Form that 
serves eleven departments 
in one writing! Not only 
are the copies numbered 
and colored for accurate 
distribution—but they are 
blocked out so that only the 
necessary information goes 
to the man concerned. Car- 
bons come pre-inserted, 
copies perfectly aligned— 
yet they separate with one 
easy motion! 


CONTINUOUS-STRIP FORMS 
RECORDS 


UARCO combined forms” 


WERE MAKING: One typing for invoices. 
Another for bills of lading. A third for ship- 
ping copies. Then, further re-writing for 
salesmen’s copies—and still more re-writ- 


ing for commission records! 


NOW USING: One typewriter, one writing. 
UARCO saved four re-writings—combined 
_ eleven different forms into one complete set! 
Not only that, but the sets themselves are 
linked together, in packs of 500. They actu- 
ally feed themselves into the machine—think 


of the time and money saved! 


Think of the savings in your own business. 
A simple forms survey will show you ex- 
actly where they are . . . and this survey is 
yours for the asking when you call your 


UARCO Representative. 


UARCO INCORPORATED 


Chicago, III.; Cleveland, Ohio; Oakland, Cal.; Deep River, Conn. 


Offices in all principal cities 


UARCO 


INCORPORATED 


Business Forms 


SINGLE SET FORMS 


AUTOGRAPHIC REGISTERS 
AND REGISTER FORMS 


OFFICE MANAGEMENT AND EQUIPMENT 


Serving Business for More than Fifty Years 


Books and 
Pamphlets 
for the Office 


THE FIA Story, a booklet 
has just been published by the 
Factory Insurance Associatioy 


_ to give an over-all picture of jt: 


organization, operations and 


_ services to industry. It is pe. 


lieved that this booklet wil be 
of vital interest to policyholg. 
ers, agents and brokers and ty 


_ the industrial public. 


The story of the FIA begins 
in 1890, when the Associatioy 
was first organized, emphasiz. 


_ ing on the one hand the experj 


ence and prestige gained over g 
long period of years and, on the 
other hand, the forward-look. 
ing attitude of FIA manage. 
ment in keeping ahead of mod. 
ern demands for strong insur. 
ance indemnity and the fines 
of engineering and _ inspection 
services. 

Presented for the informa 
tion of policyholders, agents 
aud brokers and others whose 
task it is to conserve from loss 
the plants and production of 


_ this nation, it explains briefly 


and concisely the organization, 
functions and services of the 
FIA, an organization composed 
of over one hundred leading 
Capital Stock Fire Insurance 
Companies. 

Purpose of the twenty-four 
page publication is two-fold: ti 
answer a variety of question 
which come regularly to the As 
sociation from prospective pol- 
icyholders, agents and brokers, 
and to provide a handy refer- 
ence manual for insurance and 
financial people who seek é 
ready and reliable source of it 
formation about the Associa 
tion. 

Copies of the illustrated book 
let are available upon request! 
the FIA Department of Infor 
mation, 555 Asylum St., Hart 
ford, Conn. 

(To page 9) 
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youve closed the Book 
700 Lind told. Loying’ 
then 


... here is better office equipment that will pass your most rigid tests with 


flying colors. Because it is all steel, it will last a lifetime and thanks 
to its automatically controlled baked finish it will always have a 
factory-fresh appearance. 

Check all the features and you'll buy CRESTLINE . . . and to quickly 


receive all the facts, just... 


> 


—S—— 
(Ce 
Hes Please send me without obligation your folder entitled 


“designed efficiency.” 
design 


Name 


SECURITY STEEL EQUIPMENT CORPORATION 
45 Middlesex Avenue, Avenel, New Jersey 


Firm 


Street 


City Zone State. 


SECURITY STEEL EQUIPMENT CORPORATION 
45 Middlesex Avenue, Avenel, New Jersey 


Please send me without obligation your folder entitled 
“CRESTLINE in Litetone.” 


Name 
eS Fi 
EE MANE in tree i 
=z Street 
City. Zone State 
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yy ; Yaa ga the folder that hangs 
Pie, A D 
Mutts: oe ene Eliminate by-guess or by-gosh filing that wastes your firm’s time ri 
) ins NOT SUPPORTED W ; th 
_” and money! Pendaflex folders hang firm and straight: never sag, & 
> | slump or slip out of sight! Any Pendaflex folder can be found in k 
au r: an instant! Today! Empty your cabinet drawer, set in a Pendaflex 0 
il . frame, and hang Pendaflex folders from the frame. You'll see f 
__ the results in 100% filing efficiency! ; 
a ¢ 
ae Oxford rune suppty co., INC. 0 
3 : 4 Garden City, New York tl 
a. J 
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(From page 6) 

THE ECONOMICS OF INDUS- 
RIAL MANAGEMENT, a Modern 
Industry Book, provides a new 
approach to the solution of that 
basic business problem: how can 
a businessman stay in business 
—how can he make a profit. 

In its 472 pages, 82 charts, 
and 64 tables, are described in 
full detail, the latest develop- 


ments of the Break-Even Chart | 


process of analysis, and gives a 


full explanation of its practical | 


application to any business en- 
terprise. 


It gives the fundamental prin- | 


ciples involved in a study of in- 
dustrial 
cost classification and allocation. 


It pays particular attention to | 


the problems of inflation and in- 
dustrial expansion, and analyzes 
the situation of a business as 
part of the National Plant as a 
whole. 

Written by Walter Rauten- 
strauch and Raymond Villers, 
consultants in industrial man- 
agement and members of the 


costs — principles of | 


faculty of Columbia University, | 


it is published by Funk & Wag- 
nalls Co., 153 East 24th St.. New 
York, priced at $5 per copy. 


ELECTRIC TYPING vs. MANUAL 
TYPING, published by the Type- 
writer Utilization Service De- 
partment of the 
Rand Typewriter Division, 315 


Remington | 


Fourth Ave., New York, is a_ 


blueprint for better, faster and 
increased typing production. 
Based on exhaustive research, 
this informative booklet, the la- 
test in a continuing series, sup- 


plies factual answers to a my- | 


riad of perplexing questions on 
the hows and whys of more ef- 
ficient office output. Every 
known factor affecting the cost, 
operation, and productivity of 
typewriters, their effect upon 
quality of work, and employee 
morale, is analyzed and dis- 
cussed in authoritative detail. 

The booklet is available with- 
out cost, from the company, at 
the address given above. 
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DITTO 


TRADE MARK REG. U.S. 


DITTO, INC., 643 S. Oakley Bivd., 


\ PAY THESE 
\\ MANDS TO 
WASTE 


PAT. OFF 


Chicago 12, Illinois 


Ditto of Canada, Ltd., Toronto, Ont. 


All Retyping, 


All Rewriting 
Are Needless 


Such routines as payroll, order-billing, pur- 
chasing and production consist mainly of re- 
writing the same information on different 
forms, all of which is a total WASTE of time 
and a risk of error. Ditto One-Writing Systems 
eliminate that waste. 


Without disturbing present methods Ditto 
cuts out 90 per cent of all routine rewriting... 
saving time, streamlining procedures, cutting 
out error and releasing workers for more crea- 
tive effort. Usually this proves to be one of the 
greatest improvements ever effected. 


Beyond that, Ditto isa DUPLICATOR. Ditto 
instantly copies anything written, typed or 
drawn in duplicating ink. Ditto prints in one 
to four colors at once . . . forms, notices, sales 
letters, houseorgans, specification sheets, maps. 


These days call for tighter managerial con- 
trol. This makes the elimination of major 
wastes and the streamlining of routines Item 
Number One on alert management’s program. 
Why delay? Mail the coupon for free Ditto 
One-Writing Forms to prove really big savings! 


"ELIMINATE WASTE $3 WAYS! GET FREE DITTO FORMS! MAIL THIS COUPON! 


INCREASE | 
PROFIT 


\ 


THESE o WAYS 


WITH — 
DITTO.. 


1 Stop 
Rewriting and 
Retyping 


2 Speed 
Operations 


3 Cut Out 


porto orn ------ 
1 DITTO, Inc., 613 8. Oakley Blvd. 

1 Chicago 12, Minois 

! Gentlemen: Without obligation please send 
1 me Free Ditto One-Writing Forms on the 
; operations I have checkéd: 

1 © Production 0 Purchasing 0 Order-billing 
1 © Payroll. Ditto services in — School; 
1 © General Office; 0 Organization work. 
! 

1 My Namie..... cece cece ccc eeeeneneeeseneees 
; COMPANY. «2 cccccccccccccceccsscvcseenccees 
DP ove dcd.0000 sess ckantsenesessncees 
i Ree Raitt. cdcccunhen 


OFFICE MANAGEMENT AND EQUIPMENT 9 


ji, 


| _y : 
Sees )=—C 0 YON EZ a | 
Zz GS 7 i : 
./ 5 /ie | 
| ee ee y, 
= , 
3 ee F 
2 ss 7 | 
: | ee 
| aOR é, - 
* & yo ~~ 
mY Oe * 
ee 
= 
oe a 2 
O_o ee 
1e 
g ; | 
in ne ’ 
~4 ae . | 
> a= 
=a Human Error 
| ma | Ge 
a 


R’S CARBONS 
= @€©—©~—T—i‘és AANN®YD:«édRXIBBBOONNSS 


, —— make your work better... 


Sy 


your workers happier! 


Dollar for dollar . . . you'll find Carter's Carbons and Ribbons 
your best buy for greater office efficiency . . . happier office help! 


And why—because Carter's pioneers in improvement! 


All the way through the top-grade line of Carter’s Carbons 


... each is “engineered” to keep office morale high, typing 
expenses low. 


And with Carter’s top quality ribbons, you get longer 


mileage—plus Carter's exclusive Silver Tip that keeps —s 
fingers clean when ribbons have to be changed. 

Fifty years of “know-how” makes all Carter's a . is 
products tops in their field! Look for them rae 


at leading stationers and office outfitters! 


CARTER’S NEW 
SILVERCOAT IS TOPS 
IN DUPLICATOR 
CARBONS! 


= Typists are delighted with the way Silver- And office managers and purchasing agents 

nee coat handles... as easily as regular carbon. are sold on Silvercoat’s performance! It 

The special coating won't rub off. won't gives sharper. more legible copies. It's eco- 

sae smudge. won't stain. Fingers. cuffs and nomical—for it assures many more copies 
dresses stay neat and clean. from each master. 
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Carter’s Carbon Papers, in Bright New 
Packages, Give More Copies... Better Copies 


ily! 
...and they Handle More Easily! a ne 


Your copies are sharper . . . easier on the eyes... when 


ee * finest of the fine! 

you use one of Carter's top-grade carbons. Extreme care ; Nae 5 : 

and craftsmanship make them non-curling. non-smudging Carter in Carbon Paper Supreme. For 
. those times when absolute perfection 

and fasting. . 


of all-important letters is desired 
without regard to cost. 


CARTER’S Ribbons 
are your best buy, too! 


No more pounding old ribbons just to 
dodge a messy job—not with Carter's 
Silver Tip. Fingers stay clean, tempers 
don’t fray—and your letters always have 
that crisp. executive look! 


Carter’s Ink Company 
Cambridge 42, Boston, Mass. 
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REMINGTON | 


—-BLECTRIC 
IE LUXE TYPEWRITER 


——Flectricity makes the difference ! 

All you have to do is touch the finger 
fitted keyboard to realize that here is a 
typewriter superior to any you've ever 
used before. Its fast. easy action allows 


12 


——, 


electric typing works for 


Y 


flying fingers to flow smoothly over 


the keys—turn out more work, better 
work —with less time and effort. 
The operation is completely electric 
. eliminating the laborious hand 
carriage return—the pounding of 
typewriter keys —and time consuming 
hand spacing. And producing clear. 
legible carbons in multiple quantities is 
still another extra value feature of the 


superbly designed Electric DeLuxe. 


OFFICE MANAGEMENT AND EQUIPMENT 


See the new Remington Electric 
DeLuxe today. Allow a Remington 
Rand representative to bring one into 
your office—so that you can see for 
vourself—how this distinctive type- 
writer can work for you through its 


electric ease of operation. 


THE FIRST NAME IN TYPEWRITERS 


REMINGTON RAND INC 
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Here’s a superb new STEEL AGE desk that does 
double duty as an efficient executive desk and a 
roomy conference table! The 76” x 40’ Corroleum 
top and the eight-inch overhang at the back and 
sides provide abundant room and comfort for 
five or six people. Beneath its spacious top, you'll 
find traditional Steel Age quality—smooth-glid- 
ing, ball bearing suspended box drawers, island 


Created by Master Craftsmen 


for Unsurpassed Beauty 


and Efficiency 


type pontoon bases for added foot room, rounded 
corners and edges, and sturdy all-steel construc- 
tion that means a lifetime of perfect service. 
Adjustable gliders provide any height from 29" 
to 3044". Available in Walnut (as illustrated), 
Mahogany, Corry Gray or Olive Green. ¢ See this 
great new STEEL AGE Conference Desk at your 
dealer’s today! 


CORRY—JAMESTOWN | 


MANUFACTURING CORPORATION * CORRY, PA. 
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The BROWNE. WORSE i 


te 


0 ee 


outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It's an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 5% ounce 
pull is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: 


Key to BROWNE-MORSE 
gliding action 


Architects of Efficiency for America’s Office Write for the com- 


how you can in- % ~ 
MUSKEGON # | O Ww n -” MICHIGAN crease the filing quo- ss h 
tient and cut costs of Al 


The extension arm. on Browne-Morse files carry a fully loaded drawer swiftly, silently 
and easily on six case-hardened steel balls strategically fitted into the extension arms 
with engineered ball running ratios. No lubrication required. 

Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


» Just a slight movement 
of the handle up or 
down releases the 


_ pinching 
catching projections. 
The 


new hardware is 
beautifully designed 
aluminum satin 


plete new bulletin 
on the Browne-Morse ; 
Glider File. Learn * bthan, / 


your filing operation. 
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STREAMLINED FOR READY REFERENCE 


New Boorum & Pease Catalog with improved format puts all 
information at your finger tips. Profusely illustrated. Indexed 


3 ways — step-cut, numerical and alphabetical. All related 
items grouped. 


STANDARDIZE WITH STANDARD 
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WHETHER you manufacture file cabinets, safes or water coolers, the 
men who influence or decide their purchase are those executives of 
the company directly concerned with office management. And these 


executives are not always the easiest people to get to. That's why your 
safest bet is to tell your story through OFFICE MANAGEMENT AND 


EQUIPMENT. 


OFFICE MANAGEMENT is "the office executive's own magazine". 10,000 
office executives, every month, receive OFFICE MANAGEMENT, read, 


consult, and direct their buying from it. 
OFFICE MANAGEMENT should be the keystone of your advertising cam- 


paign. It picks the man you want to sell. 


Meet them—sell them through OFFICE MANAGEMENT AND EQUIP- 


OFFICE MANAGEMENT 
and Equipment 


Speaks to the Men Who Decide the Purchase of Office Equipment 


212 FIFTH AVENUE > NEW YORK 10, N. Y. 
16 June, 1949 
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%& Got a letter, memo, report to 
get out? Fire away! 

Your Dictaphone TIME-MAS- 
TER’S ready inan instant to listen 
and record. Always ready to save 


vou time and trouble. 


ORNGET you ever had to buzz your secretary away from her 

other work. Forget all other methods—for here is dictation at 

its best: TIME-MASTER dictation! 
The TIME-MASTER is the on/y dictating machine that records on a 
tiny plastic Memobelt—the easiest medium of all to transcribe, mail 
or file. Only the TIME-MASTER and Memobelt give such uniformly 
clear recording. 

Here at last is a complete office dictating machine so compact 

that you can take it along on business trips. Just try a TIME-MASTER 
on your desk for a few days. It belongs there! 


Only the new Dictaphone TIME-MASTER offers you: 
° Uniformly clear recording and reproduction! 

e Easily mailable, fileable plastic belt records! 

e Streamlined design! All-metal sturdiness! 

¢ Uniform backspacing, rapid place finding! 

° Foolproof simplicity of operation ! 


® Dictaphone dependability. nationwide service! 


ee ee ee ee 7 

, Dictaphone Corporation | 

Department M39. 420 Lexington Ave., N. Y. 17. N. Y. I 

, | CJ Please show me the new TIME-MASTER. 
DI CTAPH ON E 1 () Please send TIME-MASTER literature. " 
| ! 

e . ° | Yorr Name | 
Electronic Dictatron re 
aia | pany \ 
| Street Address | 

I l 

| City & Zone State —_ * 


Only Dic taphone Corporation makes Dictaphone* Machines (*Reg. U.S. Pat. Off.) 


ee 
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Month after Month— 
OZALID materials are 


HIPMENT AFTER SHIPMENT, month 
after month. Ozalid materials are 
in balance! 


They are constant in printing speed, 
in reprint speed, in image color and 
image density, and in dozens of other 
characteristics which give peak effi- 
ciency to an Ozalid operation. 


This uniformity means that the 


NOTE TO NON-USERS OF OZALID: 


Do you know the story of America’s Simplest 
Business System? Ozalid duplicates anything 
drawn, typed, or written in as little as 25 sec- 
onds! Ask for FREE booklet outlining the 
many ways in which Ozalid can save you time 
and dollars. Consult your classified directory 


or write to... 


OZALID Johnson City, N. Y. Dept. 52 
A Division of General Aniline & Film Corp. 
“From Research to Reality” 


Ozalid operator's time is spent in feed- 
ing material into the machine, rather 
than testing, retesting...then starting 
all over!...to learn the differing char- 
acteristics of each new package of sen- 
sitized material. 

In addition, Ozalid materials show 
scrupulously maintained superiority. 
Scientific tests on every batch of Ozalid 


UNIFORM! 


materials assure an ideal balance of 
physical strength, higher resistance to 
fading, covering power, and keeping 
qualities unmatched by any other 
diazo-sensitized materials. 


Ozalid’s continuous laboratory control 
comes free with every package of 
Ozalid materials! And—Ozalid’s nation- 
wide technical organization is ready to 
help you in any part of the country. 


DON’T COPY!...USE OZALI D! 
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Hugh Wichert, new president, addresses the first general session of the conference. 


NOMA’‘S ANNUAL CONFERENCE 


By Kimball Darby 


% THAT intelligent combination of serious dis- 
cussion and refreshing good-fellowship which is 
the annual conference of the National Office Man- 
agement Association took place May 22nd through 
the 25th at the Benjamin Franklin Hotel and the 
Municipal Auditorium, Philadelphia. A _ large- 
scale office equipment exhibit shared the spotlight 
with the conference. 

Hugh Wichert, Fairmont Foods, Inc., Omaha, 
Neb., was elected president of the organization, 
succeeding Ken B. Willett, Hardware Mutuals, 
Stevens Point, Wis. W. Miller Bennett, Inland 
Container Co., Indianapolis, Ind., became first 
vice-president, and Dr. Robert P. Brecht, Whar- 
ton School, University of Pennsylvania, was 


OFFICE MANAGEMENT 
MOVES TO NEW OFFICES 
OFFICE MANAGEMENT and the other Geyer 


Publications are now in new Offices 
occupying the entire eighth floor at 


212 Fifth Ave., New York 
Corner of 26th St. 
ANDREW GEYER, INC. 
Publishers Since 1877 


June, 1949 


elected second vice-president. Area directors for 
the odd-numbered areas were elected this vear, 
as were three directors at large. 


Ken Willett (far right), outgoing president of NOMA, points 
his home town out proudly to President Wichert (left). 
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W. MILLER BENNETT 


President Willet presided over the conference. 

The conference got under way Sunday, May 
22nd, with W. H. Evans, national secretary 
treasurer, presenting a broad outline of the asso- 
ciation’s plans for the year to come. At the chap- 
ter presidents’ dinner that night, the elections 
took place. 

In acknowledging his election, Mr. Wichert 
said that the aims, the purposes, and the high 
ideals of NOMA had always been close to his heart 
and that his service in the presidency would give 
him an opportunity to repay his debt to the asso- 
ciation. 

The chapter presidents’ dinner in recent years 
has been the setting for conference comedy, an 
important facet of which has been the Conarroe- 
Steubing “feud.” This was carried on again this 
year also, but still greater hilarity arose from a 
charter meeting of the newly organized Ancient 
Order of NOMA Graybeards. The charter meet- 
ing saw the initial members (past presidents of 
NOMA) lined up behind the club’s proponent, 
E. H. Conarroe, of Metropolitan Life Insurance 
Co., who gave each member a brief introduction. 
Mr. Conarroe announced that members would 
have the privilege of signing NG after their 
names. All of the members wore whiskers. A 
fine musical program was presented by the Fort- 
nightly Club of Philadelphia. 

On this occasion the winners of the annual 
NOMA awards were announced. George Hender- 
son, Consolidated Paper Corp., Ltd., of the Mon- 
treal chapter, was given the NOMA Fellowship 
Award for outstanding service to industry and 
the community. 

Claude V. McBroom, Meredith Publishing Co., 
of Des Moines chapter, former NOMA president, 
received the 1949 Leffingwell Medal, for his out- 


HUGH A. WICHERT 


Vice-President President 


DR. ROBERT P. BRECHT 
Second Vice-President 


AREA DIRECTORS* ~ 
Area 1, A. E. Farr, National Blank Book, 
Holyoke, Mass. 
Area 2, J. A. Fitch, Davison Chemica! Co., 
Baltimore, Md. 
Area 3, R. W. Taylor, S. D. Liedesdorf Co., 
Greenville, N. C. 
Area 4, W. E. Green, Travelers Insurance 
Co., Atlanta, Ga. 
Area 5, R. G. Strickland, Buffalo Slag Co., 
Buffalo, N. Y. 
Area 6, J. T. Berry, Fiberglas Corp., Toledo, 
Ohio. 
Area 7, D. F. Carrell, Bell Telephone Co., 
Pittsburgh, Pa. 
Area 8, K. W. Moore, Chicago Title & Trust 
Co., Chicago. 
Area 9, Myron Garrelts, Farmers Alliance 
Insurance Co., McPherson, Kan. 
Area 10, L. B. Colfix, General Mills, Inc. 
Oklahoma City, Okla. 
Area 11, Ray Booth, Safeway Stores, San 
Diego, Calif. 
Area 12, E. J. Coffey, Mutual Benefit Agen- 
cy, Portland, Ore. 
Area 13, Charles M. Skade, S. H. Kress Co., 
New York. 
Area 14, S. A. Riesenman, Security Life & 
Accident Co., Denver, Col. | 
DIRECTORS AT LARGE | 
J. B. Andrews, Carnation Co., Seattle, Wash. | 
W. J. Keenan, F. W. Woolworth Co., Ltd. 
Toronto, Ont. 
Albert A. Beste, Koenig Coal & Supply Co., | 
Detroit. | 
* Odd number areas elected this convel- | 
tion. 
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Co The Conference in session 
standing contribution to the profession of office day organization had met the challenge of the 
edo, management. times in highly creditable fashion. 
Official business commenced the morning of Calling attention to the “never ending struggle 
Co., May 23rd when Horace Brogley, Johnson & John- to reduce costs,” Mr. Wichert said, ““When we 
son Co., chairman of the session, Robert Brown, consider that the records of the office cross hori- 
rust Bird Coal Co., president of the Philadelphia chap- zontally every department of the business, the job 
ter, and Walter Fuller, Curtis Publishing Co., of the office takes on a rather formidable aspect. 
ance joined in welcoming those in attendance. for wherever a black and white record is made, 
Mr. Wichert, after paying his respects to early that is where the office is. 
Inc., NOMA planners Walter Fuller, Curtis Publishing “The challenge has been tossed. Getting our 
Co., and W. H. Leffingwell, said that the present- own bailiwick in order comes first. We must be- 
San 
gen- 
Co., 
fe & 
Vash. 
Ltd., 
Co, | 
nvel | 
| 
_— At the registration desks 
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gin with top efficiency in the office. This starts 
with our own desks. Then we can explore with 
management the activities of the other divisions 
of business.” 

Mr. Wichert went on to show how the office 
manager could be of positive assistance to all di. 


NOMA's highest award winners—Claude V. McBroom (left), 
Meredith Publishing Co., Des Moines, la., winner of the Leffingwell 
Medal, and George Henderson, Consolidated Paper Corp., Ltd., 
Monireal, Canada, who received the NOMA Fellowship. 


visions of a business, and urged his listeners 
never to consider their membership in NOMA as 
anything but an investment in themselves. He also 
praised the work of Secretary Evans and his staff. 

The keynote speech was delivered by Col. Wil- 
lard Chevalier, senior vice-president of McGraw- 
Hill Publishing Co. Col. Chevalier saw the ne- 
cessity of some soul-searching on the part of man- 
agement, as he urged his listeners to give heed to 
the nation’s productivity. He pointed out that the 
basic truths about national productivity were 
first obscured by the easy profits made by the 
“financial magic” of the Twenties. The nation’s 
indifference to the hard facts of our fruitfulness 
went on through the “era of regulation,” where 
the Government was to take care of us. The next 
phase was the war—and with all its tragedy and 
suffering, it had the quality of making Americans 
aware of the basic choice between work or de- 
struction. 

Decreasing volume in the future, Col. Chevalier 
said, is going to make it more and more necessary 
to increase efficiency. The business man is going 
to have to look inward more than heretofore if he 
is to gauge successfully the potentialities of the 
future. 


AMONG THOSE PRESENT 
Left—top to bottom: 
New Noma headquarters, are described by Bill Evans at Oren House. 
Horton Allen, Wright Aeronautical Corp., New York, did the show solo. 
Hugh Wichert, Noma's new president, gets a western hat from Ken 
Willett. James B. Miskelly, Worcester chapter. waits to felicitate Hugh 
L. W. Miller, J. R. Fredenberger, Stanolind Pipe Line Co., Tulsa. 
Clary Multiplier Co.'s D. Harlow demonstrating the new Clary cal- 
culator to a group. ‘ 
James Rowe, H. O. Atwood Associates, Phila.; Leonard O. Rose, 
Rockwell Barnes; Charles Newner, H. O. Atwood. 
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The office equipment exhibit came in for its usual large share of 
attention. Above are two scenes testifying to the great interest of 
management people in the modern tools of their profession. 


“We ought to stop looking outside to get the 
elements which will determine our business pol- 
icy,” he said. “What I have got to learn is how 
to read the trend in my own organization, in- 
dustry, and business community.” 

The formal opening of the office equipment ex- 
hibit was marked by appropriate speeches. Chair- 
man of the proceedings was John J. Reinecke, 
executive secretary of Wood Office Furniture In- 
stitute, Washington, D. C. Assisting him in this 


June, 1949 


session were Fred M. Deane, president of Gunn 
Furniture Co., and president of the Institute; 
E. M. Douglas, vice-president of International 
Business Machines, and president of Office Equip- 
ment Manufacturers Institute; and E. D. Taylor, 
its administrative vice-president. 

“We know that the equipment and physical 
factors in the office have a direct effect on office 
efficiency,” Mr. Reinecke said. “All other condi- 
tions can be ideal, but costs cannot be brought 
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down if the worker is not properly equipped—if 
he or she does not have the equipment best suited, 
both to the individual and to the task.” 

Mr. Deane cited the two major objectives of 
the Wood Office Furniture Institute—to make 
furniture that will be profitable for office people 
to use; and to train distributors to be “office en. 
gineers,” schooled in the theory of work flow, of- 
fice layout, and color combinations. 

Mr. Douglas presented his views on the impor- 
tant part being played by the various associations 
and attested to the great interest his company 
had in NOMA. He promised the association the 
cooperation of International Business Machines. 

Mr. Taylor traced the growth of the office ma- 
chine industry, pointing out the increase in an- 
nual sales volume from $250,000,000 in 1939 to 
almost a billion dollars in 1948. 

“If we add the sales of the equipment division 
of the industry, and by that I mean steel files, 
desks, chairs, safes, insulated files, visible record 
equipment, and so on, the total becomes more 
than a billion and a quarter dollars,” he said. The 
figure would be even larger with the inclusion of 
the continuous forms so vital to machine use. 


(Turn to page 26) 


AMONG THOSE PRESENT 
Left—top to bottom: 


The newest Noma Graybeerd: Ken Willett, having bowed out as presi- 
dent of Noma, accepts his gift of mattress stuffing. 

John Mitchell, John Mitchell & Associates; |. J. Berni, Procter & 
Gamble, Cincinnati; G. B. Brooke, Retail Credit Co., Atlanta, Ga.; and 
Miss Syd R. Peters, Peters Employment Service, Boston, Mass. 

Norman Schultheis, Davison Chemical Corp., Baltimore, Md.; W. E. 
Waltermire, John Deere Plow Co., Baltimore; and Charles F. Bove, of 
the Davison Company. 

Ten times a world champion typist: Mrs. Shirley Pence admiringly 
watches George Hossfield a+ the Underwood booth. 

Homer Smith, National Stationers Association, Washington, D. C.; Mrs. 
C. C. Thomas, Farm Bureau Co-op, Indianapolis, Ind.; Frank A. King, 
Paper Art Co., Inc., Indianapolis Club, Indianapolis, Ind.; James W. 
Hurley, A. E. Stanley Mfg. Co., Decatur, Ill.. 

H. Colin Hackney, The Upjohn Co., Kalamazoo, Mich.; Miss Edith 
Harper, Scott, Foresman & Co., New York. 


OPPOSITE PAGE: 
Left column top to bottom: 


Alma Desk Co.'s Charles Hayworth; Max Vaught, and F. M. Deane, 
Gunn Furniture Co. Mr. Deane is president of WOFi. 

Westinghouse’s representatives: H. W. Lingenfelter, Cleveland; D. 8. 
Foust, Allenton; J. W. Black, Phila. 

Three big guns in Noma: E. H. Conarroe, Metropolitan Life Insurance 
Co., New York; S. A. Riesenman, Security Life & Accident Co., Denver, 
Col.; and R. H. Stuebing, Union Central Life Insurance Co., Cincinnati, 
Ohio. 

Gray Mfg. Co.'s Marc Baker blithely ignorant of what appears to be 
a right hook in the making. Lethal-looking gentleman is Jack Shayne, 
Remington Rand, Inc. Gloria Beauregard, Gray Mfg. Corp., seems 
unconcerned. 

Gordon Kerr, MacLlean-Hunter Publishing Co., Ltd., and F. E. Arm- 
strong, both of Toronto, Canada, confer with Bill Evans, Noma's secre- 
tary-treasurer. ‘ 

Harold J. Steward, Detroit Edison Co., Detroit; Mrs. Irene Place, Univ. 
of Michigan, Ann Arbor, Mich.; Miss Q. Johnstone, Standard Accident 
Ins. Co., Detroit; Bruce Studebaker, National Bank of Detroit, Detroit; 
Murray MacDonald, Detroit Bank, Detroit, Mich.; Ralph G. Sinn, Detroit 
Edison Co. 

McBee Co.: Miss Martha McCreary, demonstrating to Mr. W. H. 
Springer and W. B. Howe. 


Right column, top to bottom: 

Frank Gregor, Jr., Ditto, Inc.: E. A. Kappenmann, The Carborundum 
Co., Niagara Falls, N. Y.; W G. Fuller. Ditto Co. . 

S. E. Charles and E. C. McCarthy, Thomas A Edison Co., Ediphone 
Div.; and Ray Leach, York Corp., York, Pa. , 

John F. Pierce, So. Weymouth, Mass.; W. ©. Graffen, Dictaphone 


Corp., Phila.; Robert Kaye, Cresap, McCormack & Paget, New York; 


T. A. Donnelly, Phila. . 

James Wallace of Jasper Office Furniture Co. demonstrating to George 
B. Wray; Howard Gatewood of Wood Office Furniture Institute; John 
Reinecke of WOFI; Russel! White, Dubin Co.; Edw. Kenworthy, Warner 
Sand & Gravel Co. c 
_J. H. Roush, Ohio Public Service, Wheeling, W. Va.; W. O. Middaugh, 
Stanolind Pipe Line Co., Tulsa, Okla.; A. J. Amberg, A. J. Amberg Coro. 
Miss Lyda McHenry, Wavne University, Detroit; and Ella V. Swanson, 
Carson Crockery Co., Denver, Col. 
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ABOUT NOMA'S NEW PRESIDENT 


@ PRESENT POSITION, assistant chief accountant, 
Fairmont Foods Co., Omaha, Neb. In addition to ac. 
counting responsibilities, Mr. Wichert is in charge of 
office management, methods, and procedures for all 
branches of the Fairmont system, including clerical train. 
ing. He has been with Fairmont for nineteen years, 
having served there in other executive capacities, 


Formerly president and secretary of Omaha chapter 
of NOMA, and member of Omaha chapter board of 
directors for the past ten years. National chairman of 
NOMA education committee for 1944, '45, and ‘46; a 
national director of NOMA for 1945, '46, '47, and ‘48; 
a member of the executive committee for the past three 
years. 


Mr. Wichert has varied outside interests. He is a keen 
sports enthusiast, with the accent on football and hockey; 
plays golf. Enjoys barbershop singing. Enjoys working 
in various ways for the benefit of the youth of his com. 
munity. Widely traveled—has visited all forty-eight 
States, Canada, and Mexico. 


Mr. Taylor linked the size and importance of 
the office machine industry to the nation’s basic 
wealth and greatness. 

“The past seventy-five years have seen in the 
United States an industrial and economic devel- 
opment far beyond anything the world had ever 
known or even imagined,” he said. “In a country 


AMONG THOSE PRESENT 


Left—top to bottom: 


Miss Helen Hinkle, Felt & Tarrant, shows Al Busby, American Can Co. 
Philadelphia office, a few tricks with the Comptometer. 

A. E. Gordon, Victor Adding Machine, George Shay, Forms, Inc., and 
K. E. Fisher, Baldwin Locomotive Co. 

Louis A. Juarbe and S. L. Mershon at Elliott Addressing Machine booth. 

E. L. Spangler, York Motor Express Co., York, Pa.; Chester P. Grassmuck, 
American Oil Co., Baltimore, Md.; and Claude V. McBoom, Meredith 
Publishing Co., Des Moines, lowa. 


OPPOSITE PAGE: 
Left column—top to bottom: 


John Fellowes and Folger Fellowes, Sankers Box Co., Chicago. 

Noma Headquarters Open House, sees Bill Evans bidding good night 
to a late caller. 

Nat'l Cash Register: R. V. Middleton, National Cash Register Co., 
Dayton, Ohio; Mr. Keller, Phila. office, demonstrating payroll & distribu 
tion machine. 

American Business Systems: Jeanne Ferguson and Ralph P. Engle, Art 
Metal Construction Co., Phila., at the machines. 

Marchant Calculating Machine Co.: J. R. Greenwood, Ethyl Corp. 
Houston, Texas; Marc Godfrey and Eric G. Linker, Marchant's Philadel. 
phia office. 

The F. W. Wakefield Brass Co. booth: Terry Hague, Curtis Pub. Co.; 
Webb Shibely, Wakefield: Dorothy Belmont, Philadelphia; and F. |. 
Wilson, Wakefield. 


Right column—top to bottom: 


Richard Rountree, A. B. Dick Co., demonstrating to a lady; W. C. Smith, 
Phila. Elec. Co., Phila. 

General Binding Corp.: a Lane; E. W. Singel; and James — 
Neary of OFFICE” MANAGEMEN 

Herman J. Walz, Walz & a Co.; William Eckert, Commercial 
Controls Corp.; Robert W. Ball, Rochester "Gas & Electric Co. Rochester, 
N. Y.: Howard McCullough, Stromberg a Inc.; and Walter L. 
Schmid, Rochester Savings Bank, Rochester, N. 

Lemuel Holt, W. A. Clarke Mortgage ad ‘philadelphia; Harold H. 
Fowler, International Chain & Mfg. Co., York, Pa.; Gordon S. Watson, 
National Trust Ltd., Toronto, Canada; H. J. Way, < Kresae Co., Ltd. 
Toronto, Canada. 

H. P. Rutherford, J. J. Conally Co., (distributor for Peirce Wire Re- 
corder); John Preston, The Studebaker Corp., South Bend, Indiana; Rich- 
ard S. Miller, The Studebaker Corp., South Bend, Indiana. 

W. A. Dorley, Johns Manville, St. Louis, Mo.; Joe B. Rodgers, Under. 
wood Corp., Sacramento, Cal.; S$. W. Johnson, General Department 
Stores, Huntington, W. Va. 
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rich in natural resources, and even richer in hy- 
man resources of vision, initiative, inventiveness, 
and the will to accomplish, we have built an eeo- 
nomic structure in the United States which is to. 
day the envy of all the world. By nature we are 
a people to whom the difficult task is commonplace, 
and the impossible task just takes longer to ae. 
complish.” 

Following his address, Mr. Taylor cut the rib 
bon signalizing the opening of the exhibit. 

“Systems, Methods, Procedures,” was the title 
of the paper given by David E. Griesemer, Bab- 
cock & Wilcox Co., New York, the next morning. 
E. H. Conarroe, Metropolitan Life Insurance Co.. 
New York, was chairman of this session. Mr. 
Griesemer said that an office methods engineering 
program was most effective when “the program 
follows a few common sense principles in the field 
of human relations.” Mr. Griesemer saw disad- 
vantages in methods and procedures that have 
been put into effect at the department level. His 
paper was a detailed study of all of the considera- 
tions necessary to the setting up of an office meth- 
ods engineering program. 

Short talks by Charles F. Fleckenstein, Stand- 
ard Accident Insurance Co., Detroit, Mich., and 
Robert E. Shull, Socony-Vacuum Oi] Co., New 
York, followed Mr. Griesemer’s paper. Mr. Fleck- 
enstein presented formulae on methods simplifica- 
tion—specific directions “to assure a success in 
methods works.” Mr. Shull showed how stand- 
ards can support a work simplification program. 
The session ended with a brief forum period con- 
ducted by Mr. Conarroe, and participated in by 
the three speakers. 


In the afternoon Harry L. Wylie, Pure Oil Co., 
Chicago, discussed the “Fundamentals of the Em- 
ployee-Employer Relationship.” He was intro- 
duced by James L. Bryson, Mercantile National 
Bank at Dallas. 


Mr. Wylie listed eight fundamental conditions 
on which good employee-employer relations could 
be founded. These are definiteness (understand- 
ing); delegation (“decentralization of authority 
and the passing of the authority down into the 
organization as far as possible”); information 
(disclose all the facts—within the bounds of good 


(Turn to page 60) 


Left—top to bottom: 


Soundscriber's Jim McKeon; Otto E. Siebel, Concordia Publication House, 
St. Louis, Mo.; Miss Alice E. May, Ralston Purina Co., St. Louis, Mo. 

Safeguard Corp.: Ewald Mayer; Marcy F, Roderick, Phila. Institution, 
sitting facing camera. : 

Pitney Bowes: Demonstration of Tickometer—J. P. Reilly, Phila office; 
Mrs. Ann B. Horne, Mutual Benefit, Health & Accident, Omaha, Neb. 

Shallcross Co.'s Herbert L. Shallcross, Joseph H. Groff, Mary Shallcross. 

Myrtle Desk Co.: Hal K. Reynolds; T. R. Pitts; Eugene Kerstine, Singer 
Sewing Machine Co.; and Myrtle's W. T. (Tom) Powell. 

A. W. Ogden, Treas. N. Y. Chapter, Universal Atlas Cement Co., New 
York; Charles B. Haverin, Metropolitan Life Ins. Co., New York; Mrs. 
Ruby Alden, Tool Steel Gear & Pinion Co., Cincinnati, Ohio; R. H. 
Stuebing, Union Central Life Ins. Co., Cincinnati, Ohio; H. Percival 
Riley, Thomas A. Edison, New York; Gertrude R. Betz, The Community 
Club, Cincinnati, Ohio; Lawson Whitesides; Procter & Gamble Cincinnati. 
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Raymond Spilman 


% THREE YEARS AGO, Harold Colvin and Dr. 
William Colvin, his brother, both veterans, organ- 
ized the Colvin Corporation, of Long Island City, 
New York. Their objective was to produce ju- 
venile toys made of wood and ultimately to ex- 
pand into juvenile furniture and other fields of 
endeavor. 

Several modern wooden toys went into the new 
line, among them the pull toy illustrated. The 
basic design of this toy was a series of triangular 
blocks within a wooden frame which in turn were 
attached to wheels, so that when the toy was 
turned the triangular blocks were rotated. 

Our first conference with this company con- 
cerned the selection of juvenile toys for produc- 
tion. During this conference the subject of pack- 
aging, trade-mark, and name was discussed and it 
was decided that the first problem was to establish 
public identification. 

It was determined to take the triangular blocks 
as a motif and design a trade-mark based upon 
these units and the Colvin name. Here were the 
design considerations: 

Use the entire Colvin name as part of the trade- 
mark. 

Include a reference to toys. 

Use the triangle block. 


June, 1949 


These triangular blocks from a popular pull toy made by the Colvin Corporation inspired 
the triangular form of the company's trade-mark 


COORDINATION 


In Corporation Stationery 


By Raymond Spilman 


Industrial Designer, New York; member, Society of Industrial Designers 
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Tie the components—the triangle and the name 
—together into a unified whole that would have: 

(1) Visual impact. 

(2) Instantaneous recognition. (To next page) 


The Colvin pull 
toy and two of 
the early sketch- 
es made as sug- 
gestions for the 
trade-mark 
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(3) Staying power (durability in the design so 
that it would not become commonplace to 
those seeing it frequently day after day.) 

A number of sketches were made up around 
the theme of juvenile toys and the use of the tri- 
angular blocks in multiples of three. The entire 
group of sketches in this category was eventually 
thrown out, when Mr. Colvin decided to establish 
the trade-mark on an independent basis, divorced 
from the product currently in production insofar 
as the letterhead design was concerned. There- 
fore any allusion to toys was to be removed from 
the trade-mark design, although all the other de- 
sign considerations remained the same. 

We made a number of sketches using the Colvin 
name, but the Colvin name as part of the trade- 
mark was eventually dismissed, when it became 
apparent that the inherent letter balance in the 
name did not lend itself to instantaneous recog- 
nition. For this reason it was determined that 
there would be a greater visual impact produced 
by the use of the “C” alone of the name, leaving 
the weight of the name itself to be carried by the 
type design on the letterhead. 

This was a major design decision, as it in- 
volved a very serious policy decision. Remember 
that this was a brand new company and the prob- 
lem of making a trade-mark well-known is con- 
sidered much easier if the name is included in 
the trade-mark. 
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The Colvin letterheads, envelopes, checks, 

and invoices—part of an entire coordinated 

series of stationery developed for this com- 
pany. Note trade-mark emphasis. 
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api 


A number of sketches involving the use of the 
“Cc” and its triangle were made. There were sev- 
eral that were acceptable but they seemed to lack 
the “rightness” that was sought. Eventually we 
achieved three designs that seemed to express all 
our requirements. The accepted trade-mark was 
one of them. 

This trade-mark was very carefully analyzed 
to see whether it measured up to the requirements 
of the design. Did it have instantaneous recog- 
nition, visual impact, and staying power? What 
were its possibilities for single color and multi- 
color printing—as a brand for burning in wood 
—as an outline design for steel dies? Could it 
be varied in size without loss of identification? 
All these factors were considered satisfactory in 
the chosen design, and the trade-mark was con- 
sidered complete. 

Various typographical forms and type faces 
were considered for the letterheads and other 
stationery in the light of the accepted trade- 
mark design. Some of the older faces were re- 
jected on the ground that they were commonplace 
and that the use of serifs didn’t reflect the sophis- 
tication that Mr. Colvin wanted expressed for his 


company. We eliminated all trick type faces, nar- 
rowing the field of selection to Vogue, Kabel, or 
Futura as being representative of the contem- 
porary feeling sought. Of the three, we selected 
Futura, as it seemed to best express the sophisti- 
cated contemporary type of product Mr. Colvin 
was to produce in the field of juvenile furniture. 

The actual layout of the printed matter was 
slightly unconventional insofar as we kept all the 
desired information in either upper or lower case 
Futura type. Usually the type styles are changed 
with each line of copy, which has its value but 
can get quite confusing, and is frequently over- 
done to become a fault in the average letterhead 
design. 

Because the name and trade-mark elements 
were of equal importance we gave them equal 
height and spread them to the left and right sides 
of the letterhead, allowing plenty of space be- 
tween them in order to better accent their impor- 
tance to the reader. After we had done this, it 
was necessary to include the basic information 
as to the location of the company, its telephone 
number, and other data. We used this informa- 

(Turn to Page 62) 


Labels, business cards, acknowledgment cards all are in the same theme 


COLVIN 


corporation 


34.00 BORDEN AVENUE 


fen 


a WONG ISLAND City), NEW yor« 


CONTENTS 
PARCEL MAY BE OPENED FOR INSPECTION FR 


We hove your order of 
for 


Shipment will be-made to you on 
vio 


Depend upon us to do 


. 3 OSTMASTER- THiS 
MERCHANDISE, FOURTH CLASS MATTER P J * 
¢ TURN POSTAGE GUARANTEED 4 


in advance of the dote Our very best to get this Order to you 


indicated above 


June, 1949 


if we possibly can, 


OFFICE MANAGEMENT AND EQUIPMENT 31 


a aa Bee ee ene * ae ey “a. Ce eines, Fs, s | ee © 
‘ Wl 7 ae eg a a ——— is bs qr 
“7 
4 
ia P 
a? | 
\ 
3 
N Corban 
iy, eo 
Ys 
5 
*POratigg # , , 
Se “te 
Mt’ “ 
'Otiog a 
. 
= 
2 eat : tz ae : 
Cae “ae ea 5 oar 2 af 
ie ; e oe ¥ 
SN *§ ii 
* ora rion city). NEW YORK aye ‘ ee Bo ms 
corP ISLAND — ea Se. a 
LONG Ss ek... ee ee 
34-00 BORDE : 
, P| pe : § 
“ 
ert. # To > , 
: your OnDes # 7 ( 
pee se ‘ 
iP ae Ps = iy 
m COLVIN — a 
cor ; mes bie 
: 34.00 tt ea se r x oe 
SAMO CHV, mew voes . 
¢ * Mensides 6.0002 
f Mi ~ 
| ang Thanks / cow? 
— il , 
gov b 
} ahr - 
__ ; fod 
; woes 
: Ons: . : = 
+ ay ° at Ml a ki 
; [OM oat™ Rei fl sc a 
.e + eae ene 
y : _ ee o : ier 
’ Pt. 7 ; = e = i? a : " 
= | 
- 


% BUSINESS today has become keenly competi- 
tive. In reducing costs, the trend is for manage- 
ment to replace inefficient, expensive help with 
intelligent machines. 

Very large businesses, employing a methods 
staff, or using highly trained and specialized help, 
recognize the large savings possible in reduction 
of administrative expense through this point. The 
smaller concern, with between fifty and 200 em- 
ployees, rarely sees the many possibilities for ad- 
ministrative savings. There are over 25,000 
manufacturing and distributing groups in this 
country in this category, and this article is writ- 
ten with them in mind, since they are most in 
need of help. 

Administration is involved in the following 
problems: payroll, cost distribution, inventory, ac- 
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THE ACCOUNTING 
MACHINE 


Versatile Office Tool 
By T. C. Mulheron 


counts payable, accounts receivable, and _ sales 
analysis. 

One accounting machine, with full adding- 
machine keyboard and typewriter, in combina- 
tion, can do all of these jobs. 

In payroll writing, all records are simultaneously 
produced, entry of the amounts into the machine 
automatically figures net pay, while at the same 
time it stores the totals for Social Security, with- 
holding tax, hospitalization, insurance, earnings- 
to-date, withholding tax-to-date, and gross and 
net pay, for the entire payroll. 

These figures enable rapid handling of all gov- 
ernmental reports, also by the same machine. 

This money, paid out as above described, must 
be accurately distributed to the various accounts 
or jobs on which the employees have worked. 


ABOVE: NCR accounting machine 
used in credit control at E. R. Squibb 
& Sons, International Corp., New 
York. 


LEFT: Battery of NCR _ accounting 
machines in New York Offices of 
Pan-American Airways. 


Machines of the character described 
are manufactured by Burroughs Adé 
ing Machine Co., National Cas 
Register Co., Remington Rand, Ine. 
and Underwood Corp. 
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In the accounts receivable operation, all neces- 
sary records are simultaneously secured as a by- 
product of the posting operation, and similarly, 
all cash receipts are accurately reflected. State- 
ments are immediately available at the month’s 
end, while preparation of new statements for cus- 
tomers with open balances provides a trial bal- 
ance. An age analysis of amounts due can also 
be secured at this time, if desired. 

In sales analysis, the required information can 
generally be secured as a by-product of the ac- 
counts receivable operation. Sales by salesman, 
by product, by outlet or type of use, by territory 
by cost and selling price can be secured if de- 
sirable. 

The accounts payable operation can be so ar- 
ranged that one handling of the amount creates 
both the statement to the vendor and the corre- 
sponding charge to the expense account involved. 
The one balancing proves all records. 

Used on inventory control, the flexibility of this 
machine is so great that complete information is 


available on orders, shipments, purchases, re- 
ceipts, monthly usage, on hand balance, available 
balance, requirements balance—in short, all infor- 
mation necessary for control of production. Any 
or all of the above can be provided. 

In a matter of seconds, the machine can be 
changed from one application to another. De- 
tachable tab bars, which control the machine 
operation, are used for the particular work in- 
volved. 

Some case histories will show the advantages 
of mechanization. 

At Axel Bros., Long Island City, New York, 
manufacturers of jewelry, both the accounts re- 
ceivable and payroll operations are handled with 
one girl and one NCR machine. Net sales-to-date 
are carried on the customers’ ledger, this work 
is balanced daily as a result of the posting. The 
payroll balancing, following writing of the pay- 
roll, has become almost automatic, and with ma- 
chine printed figures, errors have been almost 
entirely eliminated. Management has complete 


Some of the forms usable in modern accounting machines. 


Forms courtesy olf Olfice Systems Printing Co., New York. 
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information always available, and the machine 
has met its cost within the first year and a half. 

At John Reiner & Co., also in Long Island City, 
parts suppliers for gas and diesel engines, work 
was behind and management was faced with hir- 
ing additional personnel or mechanizing. One 
girl with an NCR machine now handles payables, 
receivables and payroll. 

At the Burndy Engineering Co., New York, 
manufacturers of electrical connectors, the inven- 
tory control, a very complex operation, has been 
so arranged that inventory records on some 
12,000 active items provide the following: name, 
job number, due date, quantity sold, releases, 


Serenading 


% THE SoundScriber Corp. of New Haven, 
Conn., maker of electronic disc dictating equip- 
ment, has pooled equipment and ingenuity with 
Columbia Records to brighten the lives of Amer- 
ica’s secretaries with music! 


Music on her transcriber! 


J. J. McKeon, director of sales promotion and 
advertising for SoundScriber, recently demon- 


' strated to a group of interested executives how 


secretaries can now enjoy a “Secretary’s Sere- 
nade” during rest and lunch periods by playing 
Columbia’s 7-inch Microgroove records on their 
regular SoundScriber transcribing equipment. 
When the center hole of the record is squared 
to fit the SoundScriber spindle, Columbia’s new 


-« i ee x : 


shipments, balance unshipped, monthly ship- 
ments, purchases, receipts, balance of purchases, 
on hand balance, available balance, bank balance, 
released but unshipped, and requirements bal. 
ance. This latter is spread over a monthly six. 
month schedule, and the line entry proves at this 
point. One record now provides information for. 
merly carried in several different locations. As a 
result, service to customers has improved, partial 
shipments decreased, factory down-time reduced, 
and inventory held to a minimum, giving greater 
turnover. 

The average cost of the machine doing the work 
mentioned would be around $50 per month. 


the Secretary 


7-inch Microgroove record rotates at 33', rpm, 
the same speed as the SoundScriber disc. Clarity 
of reproduction is excellent, Mr. McKeon pointed 
out. Copies of hit tunes, featured on Columbia’s 
7-inchers, were made on SoundScriber equipment 
to demonstrate the versatility of the machine. Mr. 
McKeon revealed that preliminary tests of the 
“Serenade” made by secretaries in New York, 


California, and Georgia had met with great suc- 
cess. 


Swooning, not panning 


“The girls, of course, love it,” he said. “The 
boss seems to like the idea, too, because he knows 
that if his secretary is swooning over Sinatra or 
cooing with Carle, she’s not so apt to be panning 
him.” 

Psychological tests were cited to show that if 
employees can relax completely—sweep their 
minds clear of all responsibility for even a few 
moments—they return to work far more refreshed 
and efficient. 

“The ‘Serenade’ does exactly that,” said Mr. 
McKeon. “A musical interlude during lunch hour 
or rest periods enables a secretary to enjoy an 
interlude that really restores her energy and in- 
terest in her work.” 

As outlined by the two companies, the “Sere- 
nade” will offer a wide range of musical entertain- 
ment. 


Toe-tappers will enjoy Frank Sinatra, Dinah 
Shore, Frankie Carle and his orchestra, Arthur 
Godfrey, Ray Noble, Doris Day, and Buddy Clark 
—musical fare to appeal tc every taste. 

“The practicability of using SoundScriber as 4 
record player should also make the traveling busi- 
ness man’s job more pleasant,” Mr. McKeon said. 
“He can now use his SoundScriber Portable as his 
record player in his car or hotel room to listen to 
the same music he would enjoy at home.” 
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CUTS AND ELECTROs 


MAPS AND PLANS 
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‘ BLUEPRINT CABINET ao 
in | HEAVY STEEL tock Controlling All Five 


Solidly built of heavy gauge furniture steel. Smooth gliding drawers on ball-bearing rollers, Drawers $15.00 


_ equipped with rear hood and lift compressor in front. 5-drawer units that can be securely aaa 
aln- stacked to meet your individual requirements. Olive green or Cole grey crinkle finish. 
Inside Drawer Dimensions Outside Cabinet Dimensions on 

nah Wide Deep High Wide Deep High 
ve No. 4030, 5-drawer unit  6hU CCG" 40" 28% 15%" $89.00 
lark No. 4332, 5-drawer unit 43" PS 2%," 46%" 35%" 15%" 129.00 

Base for 4030 Cabinet is 72” high. No. 30-B............ $14.00 

Base for 4332 Cabinet is 72” high. No. 433-B.......... $16.50 


FREE CUT OR PHOTOGRAPH OF THE ABOVE UNIT AVAILABLE ON REQUEST 
Prices 20% higher in Denver and West of Rockies. 1093-RR 


“COLE sith fquiement compan 


°285 Madison Avenue, : 


New York 17 
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SANITARY BASES 
for all size files 


FOLLOW BiOts 


; ee 75¢ 
et: ADDITIONAL 
: = a sit 
NY SIZE 
“ ; FILE 


STURDY CONSTRUCTION — Prontos are built of 275-Ib. LOCATE YOUR RECORDS EASILY — No more need of 
test corrugated fibre board and reinforced with steel on the fussing and fuming. With Pronto files you can get at all 
shell and the four corners of the drawers. records just as easily as in your regular active files. 
SAVE FLOOR SPACE — Constructed so that they interlock BEAUTIFUL APPEARANCE — Pronto files are beautiful in 
into solid units and stack as high as the ceiling, saving appearance, finished in an attractive olive green. The steel 
valuable floor space. drawer front matches your regular active office files. 4 
SIZES AND PRICES | N 
aaa FIBRE BOARD STEEL n 
Inside D 
sea tal aailiala DRAWER FRONT DRAWER FRONT 
Suggested Uses | : 0 
$ : File PRICE File PRICE 
} Width Height Length No. Single Carton No. Single Carton g 
tLetter Size 12% . . 10%. . 24 | E210 . . $3.10. . $3.00 || I210L. . $3.85. . $3.75 ‘ 
Letter Size 12% ..10%..15 | E208 . 3.00... 2.90 || 1210S... 3.75... 3.65 Nn 
tlegal or Cap 5% .. 10%... 24 | E510... 3.75... 3.65 | ISIOL.. 485... 4.75 
Invoices 10% .. 8%..24 | £109 .. 2.75.. 265 || 109L.. 3.40... 3.30 
*2 Rows 8x5 Forms 10% .. 8%..24 | £108 .. 3.05... 295 | 108L.. 3.65.. 3.55 
“Invoices or 2Rows 8x5, 10% .. 834. . 18 E108M . 300.. 2.90 108) 3.60.. 3.50 Ci 
Freight Bills Mh 2a Va Ree. SSR ek... 2. ae 
Checks 1O/. .. 4%..24 | £104... 2.65... 255 || 104L.. 3.40 3.30 fi 
Drafts or Checks We .. %y..24 | £94 2. 2.10.. 2.00 || 194IL.. 260. : 250 | 
Drafts or Checks 9 .- 4%... 18 | EAM... 2.05. 1.95 1941M . 2.55 2.45 a 
5x8 Forms 8% .. 5%4..274 | EBS .. 235... 2.25 || 185IL.. 2.85 2.75 
DepositSlips(2Rows| 8% .. 5%..15 | E85S .. 225. . 2.15 | 1851S.. 2.75.. 2.65 
Deposit Slips 8% .. 4%.. 24 E84 - ae 2.00 1841L.. 2.60.. 250 
Tabulating Cards | 7% .. 3%..24 | E73 2. 210.. 2.00 | I731L.. 255. 2.45 0 
*3x5 Cards (3 Rows) | [6/2 .. 41/2..24 | £64 |. 3.75... 3.65 | 1645L.. 485... 4.75 
*4x6 Cards (2Rows) | 12% .. 5 ..24 | E24 |. 2:75.. 2.65 || 1245L.. 3.40.. 3.30 f 
*3x5 Cards (2 Rows) | 10% .. 3%..24 | E103... 265. . 255 || 103L.. 3.35... 3.25 
Vouchers (Upright) Se .. 10%, ..24 | E592 .. 2.90... 2.00 1592L 3.65 3.55 n 
tlLedger Sheets «, ae: See | E9I . OB. 3.40 912L. 4.25 4.15 . 
tledger Sheets 12% .. 12%... 18 | E12 .. 4.45... 4.35 || 1212M . 5.80... 5.70 Cc 


*These numbers have removable divider partitions. {Packed 6 to a carton—all others !2 to a corton. Prontos Installed at the Underwood-Elliott Fisher Co. 


Prices 20% higher in Denver and west of the Rockies 
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By Ollie Fife, N. Y. 


Offices are putting new emphasis on calibre of personnel, as trend continues from employee's to employer's market. 


CHANGING OFFICE LABOR MARKET 


By David List 
Business Analyst, New York 


* THE EMPLOYMENT of clerical help in the 
New York area is shifting from an employee’s 
market to an employer’s market, with the caliber 
of office personnel being currently stressed to a 
greater extent than in the past ten years. This is 
the consensus of a group of leading office employ- 
ment agencies in the New York area. 

The changing complexion of the market in this 
country has been a recent source of some concern 
for leaders in industry, labor, and government 
alike. With broad changes taking shape in the 
national economy today, an increasing number of 
office executives are being confronted with the 
following question: “in what way will recent busi- 
hess developments tend to bring about major 
changes in my office staff in the months ahead?” 

Because of the nature of the New York market 
with respect to its major concentration of office 
help, a review of trends that are currently active 
in this area may be of some assistance in apprais- 
dune, 1949 


ing the broad problem that has been posed above. 
Executives of five different employment agencies 
were therefore interviewed for their respective 
opinion and findings concerning recent develop- 
ments in the local market. The agency executives 
visited are members of the Association of Private 
Office Personnel Agencies, which comprises a total 
of seventy-two agencies operating in this area. 
Because employment agencies are sensitive to the 
changing conditions of supply and demand, the 
recorded impressions of these agency officials may 
constitute at least a fair barometer of current 
shifts or trends in the clerical market. 

The general opinion of the executives inter- 
viewed seem to be that, by far, the most impor- 
tant development on the local employment scene 
is the current transition from an employee mar- 
ket to an employer’s market, paralleling that in 
the field of distribution from seller’s to a buyer’s 
market. Because of the shifting nature of this 


OFFICE MANAGEMENT AND EQUIPMENT 


C — a — is o* fo ay es Py re nl are ie — 4 
| te p 0 i ee - - ae 7 7 
; wee oe ; m, a Se See a od q he dicen .F ; a 
| — ae —— le — ao 4 . = 
 : § 
i A eh a Se ee . 
| ey 2 oa yet es ee: ic we ee es a ae : see 
é . 
; 3 
f ¥ 
, ; if : oa ; i 
, > ‘ *F a 3 ‘ ; 
% ¥ J 2 . : d , ‘ 4 
es AS — | _ " 
fea ag — , iii E is — 
e * _—_ ——— 
, q ‘ id - iz f ‘ Sa * gies». on ; i a a .. 
é ; ” me as as eas. er “~~ os ay s * 
: — = as Ne : Z — 
ae —— ce, ; § te he : “a - 
4 7 & ae ; ¢ C ae fe ly, a ee 
; ts 5 < ‘ 758 = 
-_ oon ‘.. S t «tt oe 
ves : elt OR : < 3 ; F € 
ie ss | ae : ‘ : ri 
— RE a i 4 4 
; ey : F, Py Bar | 4 a ay Me * . i * 
! a" go i re | a , 42 Rie _. 
Ms i cape i oi 3 s 3 via ‘ = 
P Pp ss “~ as a * . che # z 3. , 5 8 a 
# ‘aan sae ©. igs me ie. : ‘ai : i. e 
| a ae a ae .< i € 
s z, a a pe bee ee ’ ae. | Big 
: “UGE an aaAa. Se la ta, pee a oh Net) ‘ ti 
; a aa 7 ; ee : ‘ ee 
ii. -; a ‘ be & see a 
eee! ome - % - epi 
. ae , * ees: ee ce ‘ ily : te pe. ‘ om 
he Sag bg “Se eo eee = ee oe a: was? 
oe a a ‘s ——— FS i ae ; 
Se es egg =F, te: gan + Sen : it 
eT? iy R Fi -_. es ie aay 7 i ee Ss ee . ae was 
LOW BLOCKS f ie om é a Te ees De : : : - 
( i aa 
DITIONAL Pe 
wat ft a , 
ANY SIZE ‘ 
FiLE iv 
—_ *% 
iS 
a : | 
ae 4 
>» | 
et 
ay 
“ ' 
acy a 
P 7 
ie, 
Pe = 
a | 
er 
ee e 
er Co. 
ie 
N 37 a 
# ‘. 
a 7 : - 
als. | eam 4 ’ . , wie wae ; Fle cl ee Ss 


market, it has been noted that greater care and 
selectivity in the hiring of personnel are current- 
ly being exercised than at any time during the 
past ten years. There is a feeling that increased 
selectivity is being emphasized by personnel offi- 
cials today because of the problem that many of 
them face in effecting major savings in adminis- 
trative overhead through the elimination of un- 
needed or inefficient personnel. 

It was emphasized that member agencies in the 
Association of Private Office Personnel Agencies 
are fully prepared to assist management in ef- 
fectively meeting current readjustments in the 
field of personnel by likewise contributing a sub- 
stantial measure of selectivity in the screening of 
incoming job applicants. In this connection, 
greater emphasis is being placed on the quality 
rather than on the volume of applicants currently 
being referred for employment in this area. 

In the current shift taking place, the demand 
for male and female office help seems to be marked 
by considerable differences. 

With only two employment agencies studied out 
of four reporting increases in the placement of 
women, nevertheless the existing demand for 
female employees still appears to be potent in this 
locality. In both instances where such increases 
were reported, a somewhat greater demand seems 
to have been registered for experienced or senior 
clerks than for juniors and beginners. It was felt 
by these two agencies that the demand for experi- 


enced female help would continue to be active for 


some time. It was also thought that the relative 
lag in the placement of women in the lower claggj- 
fication of office jobs could be associated with the 
increasing reluctance of employers to hire girls 
who do not have the requisite training or qualif. 
cation for the work. 


The fact that male office placements in this area 
do not seem to be holding up as well as the female 
placements is indicated by declines in volume on 
the part of three out of four of the agencies 
checked. 

It was the opinion of several agency executives 
that the drop in calls for male office help might be 
related to some extent to the relatively high salary 
needs of many ex-servicemen (with family re. 
sponsibilities but without the commensurate job 
qualifications) who comprise a large proportion 
of the males that are available for work in the 
New York market today. It was further felt that 
a long-term factor in the decline of male place. 
ments, with probably no substantial influence 
within recent months, could be reflected in the ex- 
perience of many employers that women tend to 
be more adaptable than men in handling specified 
jobs in the office. 


The general feeling on the part of employment 
agencies visited seemed to be that the current 
shift here from an employee’s to an employer's 
market, with respect to broad readjustments in 
the hiring of office personnel, might become even 
more pronounced in the coming months. 


This Month’s Cover Picture 


% THE PHOTOGRAPH selected for this month’s 
issue of OFFICE MANAGEMENT AND EQUIPMENT 
was taken in the new 509 Euclid Ave. office of the 
Central National Bank of Cleveland. 

In this new banking office a smart, modern ef- 
fect has been obtained without sacrificing in any 
way the impression of conservative dignity asso- 
ciated with a bank. The architects were Conrad, 
Hays, Simpson and Ruth, of Cleveland. 

Desks in this office are from the Lincoln line 
of the Commercial Desk Co., Chicago. The chairs 
are from the Taylor Chair Co., Bedford, Ohio. 
The davenport shown, from Furniture, Inc., was 
on loan for the opening and was later replaced 
by a Taylor davenport. Desk pads are from 
Artistic Desk Pad & Novelty Co. and smoking 
stands from LaSalle Products Co. Carpeting from 
Mohawk Carpet Mills was installed by the cot- 
tract department of the Fries & Schuele (0, 
Cleveland. 

All items of equipment mentioned were ful- 
nished by Marshall Smith, Inc., well-known Cleve- 
land office outfitters. 
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aes TWO ALL-STEEL office desks are now being offered by the te 
oyer's Haskell Mfg. Co., 206 Penn Ave., Pittsburgh. Available in either 
its in | single pedestal or double pedestal styles. The single pedestal ig 
eet desk is 42 x 30 x 30!/4 inches and features a roomy all-purpose a yy 
even drawer and a deep file drawer. The 54 x 30 x 30!/4 inch double is x 
pedestal desk features four spacious, all-purpose drawers and a } * 
large, deep file drawer. Both finely constructed, completely | oa 
welded, desks have a linoleum writing surface edged with alu- : , 
minum, and are finished in grey or green. The double pedestal 
desk has the added feature of a recessed back for interviewing 
or giving dictation. ABOVE: x 
ALL-ELECTRIC TEMPO DUPLICATOR, introducing push-button if 
, control, built-in Tempo !nterleaver, metered ink control and auto- 
onth’s matic paper stacking, has been placed in production by the Milo 
MENT Harding Co., 432 Pico Blvd., Los Angeles. A touch of the finger 
and the new Tempo stencil duplicator does its work automatically, 
of the with speed and precision, from feeding to slipsheeting. The 
motor and all other mechanisms are self-contained in the frame, 
leaving the entire steel cabinet an independent unit for storage 
rn ef. and stencil filing space. Distinctively styled and built, the dupli- 
in any cator has a smooth hammertone finish of dove grey, with pen- 
line trimming in cardinal red. It is simple to operate and after 
| a$so- once loading the paper in the feed tray and releasing the rising 
onrad, feed table, the operator needs only to push one button to start 
the motor and a second button to start paper feeding. The 
rest is automatic. It can be hand operated, and need not be 
in line oiled. Has an interleaver which automatically slip-sheets copies 
hairs at speeds up to 180 per minute. A cleverly designed paper- 
chairs jogger with guides, releases evenly stacked paper to the operator, 
Ohio. with loads as high as 500 sheets of 20 sub mimeograph paper. 
», Was 
placed 
from 
noking LEFT: 
from STEVENS ESCORT TRUCK for handling mail bags and parcel 
g post packages as well as many other items, is from the Associated 
1e col- Services, 224 West Main St., Carlinville, Ill. Made with hard- 
le Co, wood, steel, or aluminum frames, and available in two heights of 
60 or 83 inches, the truck is 16 inches wide, has a 24 inch foot 
plate with a 4 inch lip. Has a caterpillar tread which rolls easily 
re fur- over steel bearings set in an aluminum frame. Model shown has 
: a retractable swivel wheel which supports the entire load when 
 Cleve- rolling on a level floor. Truck is also adaptable for negotiating 
stairs, and ramps, as load is distributed evenly. Steel model 
weighs 70 pounds and has a capacity of 1500 pounds. 
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ABOVE: 


TWO OF FOUR new models from the Art Metal Construction 
Co., Jamestown, New York, which have recently been announced. 
The chairs are in satin aluminum with contured metal seat pans, 
upholstered in foam Latex and covered with a plastic coated 
fabric, perforated for ventilation. Also offered in Art Metal 696 
grey, and in walnut or mahogany finish. The side arm model 
is equipped with rubber mounted chromium glides, and a special 
feature of the secretarial posture chair is the floating mount 
of the upholstered back rest. This newly developed mounting 
gives with the movement of the user, and provides proper sup- 
port. The chair is completely adjustable at all points. Other 
_ chairs in this line include a no-arm side chair and a swivel 
chair. 


BELOW: 


MINITROL, a new A.C. portable timer, is the product of the 
Wil-Mar Co., Box I, Natick, Mass. The new unit (60 minute) 
is supplied in a smart plastic case with an easy-to-read dial 
and plastic indicating knob. The versatile item can be used to 
time photographic processes, laboratory tests and can be 
set to remind busy executives to make important phone calls 
and to keep appointments. Timer has a synchronous movement 
and continuous electric alarm buzzer built by Telechron, Inc. 
Unit fits comfortably in one hand. Available in red, green, or 
ivory, complete with a 6-foot plug-in cord, it is priced under $5. 


ABOVE: 

HYDRO-MIST is a portable, electric-steam vaporizer that holds 
44 ounces of insecticide and dispels the solution. One filling 
will treat a minimum of 500,000 cubic feet, it is claimed. The 
exterminator weighs a little more than 8 pounds and needs only 
to be filled, plugged into an ordinary electric socket, and the 
time clock and thermostat set. The remaining operations are 
automatic. A product of the Hydro-Mist Div., of Tempo Indus- 
tries, Inc., 531 State St. Glendale, Calif., it is retail priced 
at $59.50. 


BELOW: 

CONVERTIBLE STEEL DESK UNITS, adaptable to any office 
need, are the latest from the Cole Steel Equipment Co., 285 
Madison Ave., N. Y. The new desks are available in various 
combinations. One arrangement offers the filing capacity of 
a regulation 4-drawer letter size filing cabinet, enabling the user 
to keep all his records at his finger tips. Another variation has 
a safe on one side and 2 letter size drawers on the other; while 
still another is equipped with 3 letter size filing drawers and a 
safe compartment under lock and key for books and valuable 
papers. Drawers have spring compressors and are equipped with 
precision-built ball bearing suspension slides enabling them to 
float smoothly and quietly. The center desk drawer has a built-in 
steel tray for clips, pens and pencils. The steel desk top is 
covered with linoleum and trimmed with an aluminum edging. 
They may be obtained in Cole gray, or green, as well as ma- 
hogany, grained walnut or knotty pine. 
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BELOW: 

COMPOSITE ACCOUNTS PAYABLE MACHINE, featuring a 
ten-key keyboard only two by three inches in size, has been pro- 
duced and announced by the Underwood Corp., One Park Ave., 
New York. The dual plan provides for postings to the depart- 
mental journals to balance against the postings to vouchers, 
eliminating the necessity of pre-listing for proof purposes. The 
system has been primarily designed to expedite the handling 
of invoices so every discount and anticipation amount can be 
deducted with maximum accuracy and minimum operator effort. 
Collation of forms is also eliminated, and each entry is identified 
by the receiving record number instead of the vendor's name. 
Totals-to-date are automatically extended following the daily 
postings to each departmental purchase journal and to each 
departmental return journal. Checks are written automatically 
and the operation of the machine and system is so simplified 
that anyone can start posting after brief instructions, since prac- 
tically all features are completely automatic. 


ABOVE: we 
JACKLIFT POWER TRUCK, a riding type that comes in several 
styles, is produced by Lewis-Shepard Products, Inc., 210 Walnut % 

olds St., Watertown, Mass. These trucks retain all the features of 
ling the "walkie" electric trucks and in addition, a through corridor % 
The is added from which the operator can control all functions of 4 
only the truck while riding safely along with it. The truck can, how- ) 
the ever, be operated from a walking position and is equipped with | 
are a “dead-man" electric brake as well as other features. 
dus- 
iced 

RIGHT: 

A NEW METHOD of stimulating interest in payroll savings 

plans through specially designed paychecks is being recom- 
fice mended oe throughout the country in connection with : : : - 
285 the U. S. Savings Bond campaign which began last month. In ‘Sel 01234 
Sous the check shown here, produced by the Todd Co., Rochester, ae EB a -_ 
of N. Y., note the bond-selling arrow and the messages promoting ie ME 19006939 anoGBcrs 
user bond sales. A few simple changes in the design and typography = 
has of the average paycheck stub retained by the employee can ae) ee 
shile convert the check into a bond-selling medium. The ideas em- 
da ployed in this sample check are at the disposal of any employer samen 
able and can be adapted to his own checks on short notice, accord- eee 
with ing to Todd. 
| to 
It-in 
> is 
jing. 
ma- 


ABOVE: 

A ROTATING FILE is the latest product of the Wassell Organi- 
zation of Westport, Conn. This record containing device is for ABOVE: 
card ledger files of any normal size, and is built to house either FOR ADDED SMARTNESS on the executive's desk, the Marble 
alphabetic or numeric arrangements. Built on a horizontal plane Specialties Co., Proctor, Vt., suggest this imported marble one- 
in such a manner that one or more operators seated around the piece smoking tray. Priced at $15 each, they come in choice 
rotary, can, within seconds, bring out any card in the rotary of eight colors. The model shown is Oriental red. Full infor- 
without moving from her chair. The diameter of the file is mation on the trays and other accessories can be had by writ- 
about 5 feet. ing the company. 
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ABOVE: 


TRUE TO ITS PROMISE of "New Light on Planned Lighting,” 
the Third International Lighting Exposition, sponsored by the In- 
dustrial and Commercial Lighting Equipment Section of the 
National Electrical Mfrs. Association, provided varied exhibits, 
stimulating addresses and lecture demonstrations. The exposition 
was held recently at the Steven Hotel, Chicago, and reportedly 
attracted over 7,000 persons. Eric Johnson was among the many 
speakers. Shown at the opening ceremonies are, left to right, 
(1) W. J. Donald, Managing Director, NEMA; (2) E. C. Huer- 
kamp, Exposition operating committee; (3) Rudolph W. Staud, 
publicity and attendance promotion; (4) L. E. Tayler, president, 
Illuminating Engineering Society; (5) B. W. Clark, president of 
NEMA; (6) G. T. Morrow, chairman, exposition operating com- 
mittee. 


RIGHT: 


FORMALITE is the latest design in smart lighting from the 


Gotham Lighting Corp., 548 West 22nd St., New York. 


cut, simple, it follows a streamlined pattern, right for 


offices. The full shell comes in two sizes, although the actual 
performance of the light is determined by the type of lamp 


used in the fixture. All metal parts are satin aluminum 


on all surfaces, over which is applied a baked, heat-proof lac- 
quer. Joint at head of the light has a 350 degree rotational 


adjustment. Lighting unit also comes with wall bracket 
plete with cord and plug for immediate service. 
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ABOVE: 


NEW METAL CAP Fireline Ballpoint has been added to the 
line of popular-priced writing instruments made by the W. A. 
Sheaffer Pen Co., Fort Madison, lowa. The new cap is made of 
a special alloy, smartly chased and highly polished. The finish 
is protected with a specially prepared lacquer, baked and bonded 
to the metal to insure lasting beauty. Incorporated into each 
ballpoint will be the new Micro-Crafted replaceable writing unit, 
precision made to start instantly and write steadily without skip- 


ping or spurting, to write longer and with a finer line. 


LEFT: 

SINGLE PEDESTAL DESK of natural oak is now being added to 
their line of wood and steel office equipment by Maso Steel Prod- 
ucts, 500-32 S. Throop St., Chicago. The desk is compact, effi- 
cient and saves on costly office space, measuring only 36 inches 
long, 24 inches wide and standing 30 inches high. Ample filing 
and storage space is provided by the center drawer with lock and 
the single and double side drawers. Leg room is ample for a six 
footer. Construction throughout is the finest. Drawers are dove- 
tailed. top is walnut veneer with hardwood core, 15/16 inch thick; 
veneer panels are genuine oak, inside and outside. Finished in 
natural oak with 2 coats of lacquer, hand rubbed to a gleaming, 
enduring finish. Packed one to a carton. Shipping weight 79 pounds. 


Clear- 
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ABOVE: 

IN RECOGNITION of more than 50 years of public service, 
Library Bureau, a brand name of Remington Rand, Inc., was 
awarded a certificate by the Brand Names Foundation at a recent 
luncheon in New York's Waldorf Astoria Hotel. The Library 
Bureau has long been known as a manufacturer of fine wood 
furniture, steel stacks, and a wide assortment of library supplies 
and specialties. Shown, pictured above, are: Al N. Seares, 
Remington Rand vice-president (left), receiving the Golden An- 
niversary Certificate from Don B. Douglas of Foundation's Board. 

BELOW: A portion of the library at Virginia Union Uni- 
versity, Richmond, equipped with Library Bureau furniture and 
other products. A partial view of the public catalog of 4,400 
trays in the new Firestone Library at Princeton University, Prince- 
ton, N. J., which were manufactured by the Bureau. The archi- 
tects were O'Connor and Kilham, New York. 
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RIGHT, Top to Bottom: 


THE NEW PLANT of the H. S. Crocker Co., Inc., printers 
and lithographers, at San Bruno, Calif., was formally opened in 
May, covers three and one-half acres of ground, and cost $2,- 
000,000 to build. In the ultra-modern. plant, all production pro- 
ceeds in direct line from raw materials to finished product. Views 
of the plant, from top to bottom, include: |. Lobby entrance, 
with lithograph stones imbedded in the rear wall commemorating 
the 93-year history of the company; 2. Department foremen in 
a huddle regarding joo production details; 3. Section of the 
composing room with type setting machines in operation; 4. Ver- 
tical and horizontal high speed job presses; 5. One and two- 
color offset presses in the commercial printing department; 6. 
Employee cafeteria; 7. An aerial view of the plant. 
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ABOVE: 


SMOKE RING ASH STAND features a concentric-ring cover 
and raised lip designed to really end risk of cigarette burns on 
rugs, tables and floors. Neglected butts burn down, drop through 
grille into big-capacity inner tray and starve out quickly with no 
“smudge-pot" smoldering. Unsightly ashes and litter are hidden 
by grille, and unbreakable inner tray holds a whole day's accu- 
mulation. Entire unit is bonderized, allowing easy cleaning with 
soapy rag without fear of rusting. This also allows use of cover 
surface as coaster, with spillage and condensation caught by 
inner tray. Steel counter weight in base, and raised base ring 
make stand jostle-proof, eliminate risk of contents dumping on 
floor. Stand is available in four finishes, chrome and black 
enamel; bright and satin chrome; brass and green enamel; and 
all bronze. All metallic finishes are heavy plate, all enamels are 
scratch-resistant chromatic automotive finishes. From the Greene 
Mfg. Co., Inc., 1028 Douglas Ave., Racine, Wis. 


RIGHT: 


SPEED-O-MOIST for applying labels, stickers, stamps, and en- 


ABOVE: 


A SAMPLE of the new office furniture manufactured by Ken- 
tube Mfg., Inc., Kent, Ohio, is this plastic covered chair in 
tubular style. A heavy layer of silver grey plastic completely 
encases the tubular stock before it is cut and formed for as- 
sembly. Made so that it will not tarnish or fade, plastic covered 
furniture is available in metallic grey or red colors. Full infor. 
mation can be had by writing the factory direct at the address 
given above. 


velopes, or for moistening fingertips to sort or count. Only 5 x 8 
inches, it is claimed to be absolutely clog-free, and is capable 
of being used to apply almost 3,000 stickers per hour. Made 
of rust-proof metal with a smooth enameled cover, the moistener 
has no brushes, felts, or rollers, and can be used for days without 


refilling. Priced at $4.95 from Market Services, Inc., 431 South 


Dearborn St., Chicago. 


ABOVE: 


RESPIRATOR CHAIR CUSHION made of scientifically com- 
pounded sponge rubber, promotes ventilation by its “breathing 
system" of bottom-through-top holes. A product of the L. M. 
Bickett Co., Watertown, Wis., the cushion is said to remain re- 
markably cool yet give firm support, since every movement of 
the body causes exhaling and inhaling of air through the patented 
tubes and carries excessive body heat away. Cushions come 
in choice of three fabrics, four different colors. 
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ABOVE: 

RUBBER DESK PAD is the latest item from the Hodgman Rub- 
ber Co., Framingham, Mass. Smartly designed, the pad is made 
of pure rubber compound with a mahogany grain to blend with 
desk surface, and completely safeguarded against scratching. 
Provides a writing area with grooves at the top to hold pens 
or pencils, and a space for inserting name or initial plates. Comes 
in two sizes, 19 x 24 inches, and 20 x 34 inches, weighing 44 
and 6!/, pounds respectively. 


June, 1949 


: — oe tae ts: a ease a 4 oa oe Soe ae So. i er" - es ch 
~~ i ; 
7 a \ 
4 a 
‘ a= 
a “a % <= | _ ae 
‘‘ Ra | #7’ ag sails 
a mae LL a * 
i Dy 2 ‘ A ; * “3 é os 
a. i ! 4 ant ees Bede ce 
ifr aa. 
: | rie 
‘i amas F J %. ... 
-% il eee 4 
call Ny —s S 
a 7 thy f ; { f “ vw } 
At _ ; ee f aa 
me. hi ¢ 
ee 
» —— a 
"ti = 
. 
= ; 4 a ay 
oe Fe — ee 
oe e ae 
ie é ci vA. Bs 
~ a 
: | ie; : 
| £ LSE en 
= tl ed a oaeoee 
Fae ee 
‘ 


Ken- 
ir in 
letely 
ras 
vered 
infor- 
idress 


Rub- 
nade 
with 
hing. 
pens 
omes 


4/4 


949 


a 
2 
4 


The Director model 
of E. H. Hotchkiss 
Co. 


THE TOOLS OF THE OFFICE 


a continuing series covering available types of office machines and equipment 


NO. 6: STAPLERS 


Ace Fastener Corp., 3415 N. Ashland Ave., Chicago 13 
No. 502 Aceliner, 402 Pilot Fastener, and others 
@ The Aceliner staples, tacks, pins, and can be used as a 


hand plier. Made of steel, chromium plated, and comes 
with black and walnut tops. 


One of the Ace line 


Ace Fastener also makes the No. 202 Scout Fastener, the 
No. 702 Clipper Plier, and the No. 600 Ace Staple Remover, 
which last has been redesigned to give it additional strength. 


Arrow Fastener Co., 30 Maujer St., Brooklyn 6, N. Y. 
Gun Tacker T32 


® Automatically takes three leg lengths—3/16”, 4/16”, 5/16.” 
Double-leverage, heavy duty tacker. Claim is it will drive 
Staples through solid oak. 


Immediate delivery. List price $8.50. 
June, 1949 


Stapler No. 203 
@ Made of steel with chrome finish, rubber cap. No. 203 is a 


stapler and tacker. Reverse plate provides permanent and 
temporary stitch. Handle can be reversed to be used as a 
tacker. Uses standard staples. 

Immediate delivery. List Price $4.50. 


Arrow 105 Stapling Machine 
@ Loads 105 standard staples, and is a combination stapler, 


plier and tacker. Precision locked mechanism; all working 
parts are locked in exact position; all chrome finish. 
(Turn to Next Page) 


Arrow Fastener's Gun Tacker T-32 
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Bates Mfg. Co., 30 Vesey St., New York 7 

Model C Stapler 

@ Base measures 24” x 714”; height is 442”. All steel con- 
struction, streamlined, in a silver grey finish, with chrome 


Bates Mfg Co.'s Model C stapler. 


and black trim. It has a provision for both temporary and 
permanent stapling and makes its own staples from a con- 
tinuous roll of brass wire, 5,000 staples at a loading. 

List price is $6.50, immediate delivery. 

Special models are available for bag fastening and foot 
power operation. 


Bostitch Co., Westerly, R. I. 
B8 "'3-in-1" Stapler 
@ Length—with base 512”, no base 4”, width—with base 
13g”, no base 7%”, height—with base 114”, no base 1”. Black 
smooth finish, plastic base and knob. Quick loading, all parts 
easily accessible. Simple yet quick acting and powerful. Can 
be used as desk fastener, plier or tacker. Can be carried in 
the pocket, brief case, hand bag, or used on desk, counter or 
table. Price $2.20. 

Immediate delivery. 


Model B-8 of Bostitch. 


V2 CRL Heavy Duty Stapler 
@ Length—11”, width—2”, height—9”. Finish black enamel 
and nickel. Quick loading, simple, yet quick-acting and 
powerful. Moving clincher lays staples flat against the work. 
For stapling thick piles of papers, records, reports, vouchers 
—where powerful penetration is required but volume does 
not justify a foot- or motor-operated machine. Capacity up 
to 12”. Price $33. 

Immediate delivery. 
B5 Desk Fastener 
@ Length—7”, width—24”, height—3'4”. A desk fastener, 
black crackle finish, rubber padded base, plastic knob. Has 
414” throat; head lifts to %”,, normal clearance 14”. Trigger 
release permits head to swing all the way back for tacking. 
Front door opening for simple and fast staple reloading. 
Durable, sturdy, large staple supply magazine. Price $6.95. 

Immediate delivery. 

Bostitch makes other models of staplers and tackers. 
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Staplers 


Consolidated Wire Products Co., Inc., 145 Spring St., 
New York 12 

Mercury H-30 Stapler 

@Throat depth 4s”. Uses 3 different leg-lengths of H-30 
14”, 33” and 12” heavy gauge staples. Suitable fo: Stapling 
vouchers, textiles, records up to 120 sheets, etc. Triple plated 
chrome body, gray hammertone base. Price $9.50 


Consolidated Wire Products’ Mercury H-30. 


Mercury Sr. 
@ Throat depth 412”. While used generally as a full-length 
office stapler, also combines the features of a pinner and 
tacker (the upper portion of the machine may be quickly 
removed to serve as a flat-surfaced tacker). Durable con- 
struction; case-hardened parts; rubber base pads. 

Other models of Mercury staplers, deep throat and other- 
wise, are available. 


E. H. Hotchkiss Co., Norwalk, Conn. 

Director Stapler 

@ Staple capacity 210 standard staples. Has new remov- 
able plate for easier cleaning and oiling; a new anvil for 
quick adjustment from permanent to temporary adjust- 
ment. Machine is all chrome plated, made of heavy steel, 
hinged to a broad steel base. Available. 


Markwell Mfg. Co., Inc., 200 Hudson St., New York 13 
Model RF, Staple Master 
@ Maker says the only conventional Office Stapler that 


staples up to 60 sheets and twin-staples up to 120 sheets (by 


Markwell Mfg. Co. Staple Master, Model RF. 
(Turn to Page 48) 
June, 1947 


= ae, a ae = eh Pak ey — ie ». keh - Sq cs. ————— — 
7 re: ee a > sleet Ge / > a er _ — a > Seer SS ai be 
e 
ee 
4 ee 
a bl a 
ba 
- Ge 
| ae ‘ 
oo i 
7 ’ ! 
7 
sae Fay al 
~~ os 
; —S% 
= bee = cee . 
aie rn a | 
oa a ® 
oe a ; an o es 
ve i 
. & i 
aie i —_- 
—_ bg 2 
a eS 
ri p. —<*. = oa 
ee 7 ee 
1% Lae 
deck 
Bare: 
Ts 
Po ae 
cs ical. 
i 
aur 
ae 2 3 
é 
(a) ee 
os es . 
Ryans - =a 
ie = _ 
, i Pe 
as 4 
Ri ae 
ae: — 
Mg . 7 Peso He 
eo « a Sie a 5 
ae ; ey ae age © ne ¥ 
“a ’ "iets... 5 
i. US Bi . 
q oe cs a ‘es 
" a. i o~ *! 
? a 
Bra a -/ 0 
bes os 
= bai a < . 
- 7 es ia 
fic —— 
Scale 
my Ge! 
itd . o4 
ya Oe OF ; 
f A 7 i * >. e . 
= 7 ro in See oo =. 4 oe: te ao a ues hiner (om 
a - . aie a x i i i “tate a —- a So a 


the NE W , = 


fA 


HOTCHKISS 
DIRECTOR 


~ ) IT STAPLES, FT PINS, IT TACKS 


ther- 
. . * 7 
with the easiest action you ve ever seen! 

ais The most famous name in staplers now present the finest . 
i he ; stapler ever built’... the new HOTCHKISS DIRECTOR, the | 
jjust- husky, handsome glutton-for-work that Gives you a lifetime of 

steel, smooth stapling. 

that 
s (by 


Here's why . . . the DIRECTOR'S "Feather-Touch" action! Most 

impressive improvement in stapler design! With the least possible 
pressure, you can staple, pin or jack. All steel for rugged strength— 

all—chromed for gleaming beauty—broad-beamed for greatest 
comfort—with a rubber horseshoe base for skid-poof stability. 

New removable front plate for easier cleaning and oiling . . . 
new anvil for positive switch from stapling to pinning . . . new 
feed-control for quicker loading, faster action, aa” -free operation. 
See the HOTCHKISS DIRECTOR at your dealer . . . try it. A single 


staple proves the difference! 


Office, Home and Industrial Stapling and Tacking Equipment 
Norwalk, Connecticut 
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‘ACE BUILDS 
; : 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE 


aes 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 
A durable, long- 
Staples, pins and 


tacks. Guaranteed 
for five years. 


ACE CLIPPER 


ACELINER One of ACE’S finest 
Most beautiful and effi- models. Light weight, 
cient stapler ever built. easy action. Precision 
It staples, pins, tacks engineered from finest 
and hand fastens. steel. 


» CHICAGO 13 


This is 
BOSTON KS 


«++ gives you more of 
everything desirable in 
a pencil sharpener, plus 
new flowing graceful 
lines and added 
strength of all-metal. 
BOSTON Speed Cutters 
(15 cutting edges). 
Guide permits 8 sizes 
of pencils. Specify 
BOSTON KS. 


C. HOWARD HUNT 
PEN CO., Camden, N. J. 
Speedball Pens @ Hunt Pens 


BOSTON 


PENCIL SHARPENER 


In fire 
In flood 
In war 


In peace 
It's the Red Cross! 
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Staplers 


\ 


Ls 


using RFL, *s” leg, staples). This stapler also uses RFD. 
5/16” leg and RF, 14” leg staples for medium or ordinary 
work. The extra-duty capacity makes the Staple-Master 
desirable for bookkeepers. The Staple-Master, says its 
maker, loads more preformed staples than any other office 
stapler. Grey and nickel finish. Deliveries are immediate. 
Price $6.90. 


Chromium RX Handi-Clip 

@ Plier stapler. Designed for the executive’s desk. ]; 
staples and pins and uses two sizes of staples: RX, 3/16” 
leg and RXD, 5 16” leg. Price $5. Delivery is immediate, 


Model RH Tackmaster 

@ Pistol type tacker loading 140 flat wire staples in two 
sizes: RH, 3/16” leg and RHD, 5/16” leg. It has a safety lock 
and a staple remover. It has a bright blue finish and is light 
in weight (11% lbs.) but powerful (delivers 40 lbs. effective 
pressure on the staple.) Delivery is immediate. 


Metal Specialties Mfg. Co., 3200 Carrol! Ave., Chicago 24 
Presto No. 35-CH Stapler 


@ Dimensions: 6” long, 2” wide, 134” high. Polished chrome 
finish. Soft rubber base. Can change operation from stapling 
to pinning. Feed channel holds 100 staples. Loads quickly, 
New feed channel principle prevents clogging or jamming. 
Price $1.50. 


The Presto No. 35 CH of Metal Specialties. 


Presto No. 33 De Luxe Stapler 

@ Dimensions: 6” long, 2” wide, 134” high. New two-tone 
finishes: Maroon and pearl gray, green and pearl gray. Soft 
rubber base. Maker says, “Important improvements in 
mechanism assure faultless operation.” Feed channel holds 
100 staples. Easy to load. Price $1. 


Presto No. 40-CH Heavy Duty Stapler 

@ Measures 55s” long, 238” wide, 334” high. Polished chrome 
finish. Soft rubber base. Use as stapler or swing base back 
and use as tacker. Feed channel holds 105 standard staples. 
Claim is new “guided action” principle assures positive, pre- 
cision action. Price $3. 


Neva-Clog Products, Inc., Logan St., Bridgeport 1, Conn. 
J-60 Stapling Plier 


@ Dimensions: 312” x 2” x 14”. Satin nickel finish. Flat- 
sided—ideal for carrying in brief case. Fits into the shallow- 
est drawers. Engineered to the hand for easy, non-tiring 
use. Noiseless action. Hand operation, independent of flat 
surface. Desirable for those who. must carry stapler with 
them as they work—such as file clerks. Temporary fastening 
feature: Touch a button with thumb to convert stapler so 
that it delivers an unclinched staple which pins papers to- 
gether; is easily removed with the fingers. Holds 100 Neva- 
Clog Pinch Point Staples, Model DJ-340. Engineered to the 
stapler, rust-resistant. Other models available: Model J-30 
(permanent fastening); Models S-100, F-100 and B-100 (for 
heavier work). List price: J-60, $4.50; J-30, $4.25. 


(Turn to page 50) 
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RFD, 
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‘aster 
Sits 
office 
diate. 


OPTIONAL 


USED AS A FILE 
Immediate 
Delivery 


Steel transfer cases in 
sizes—as shown—-CAN 
BE USED AS A FILE. Inter- 
locking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 
gauge steel to stand up 
for years. High gloss 
olive green baked enam- 
el finish. 


WITH FOLLOWER BLOCK 


INSIDE DIMENSIONS OF FILES 
Width Height Length Packed 


No. 5 Letter Size 
No. 6 Legal Size... 
No. Il Voucher Size 


No. 12 Invoice Size... 10 x 8 


12'/g x 10% x 24 | With or without rollers 
...15Yg x 103% x 24 
... BYy x 53% x 24 3 On Guides Only 
x 24 1 On Guides Only 


| With or without rollers 


No. 14 Check Size........... 9 x 34x24 3° On Guides Only 


No. 5B Letter Base 
No. 6B Legal Base 
No. 12B Invoice Base 


FOLLOWER BLOCKS AND BASES OPTIONAL 
SPECIFY IN ORDER 


Write for Literature on other sizes. 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. 
June, 1949 


CHICAGO 8, ILLINOIS 


What? Staplers for top brass, for 
the big chiefs? 

Yes, these NEVA-CLOG plier type staplers, 
once they get into the hands of executives, never 
get away. 

They’re so very, very handy —and they're not 
“clerical’’ looking like the conventional desk type. 
They’re so flat and compact they snuggle into a 
desk drawer with no trouble at all. And, when 
the boss takes work home, NEVA-CLOG fits 
nicely into his brief case. 

Any executive who uses paper clips (and most 
every one does) will much prefer NEVA-CLOG. 


Model }.30 
Also available 
with tempe- 
tary fastening 

feature 
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Neva-Clog's J-60 Stapling Plier. 


Speed Products Co., Inc., 37-18 Northern Bivd., Long 
Island City, N. Y. 
Swingline No. 4 Desk Stapler 


@ Dimensions: All over length 812”, throat 4”. Chrome body, 
Hammertone finish in Speed’s new Jeweltone colors; jade, 


Swingline No. 4 desk stapler of Speed Products. 


topaz, garnet, pearl at no extra cost. Also available in grey 
and black crackle finish. Rubber feet for desk protection. 
All moving parts hardened for long wear. Faster loading. 
non-jamming staple channel eliminates moving parts neces- 
sary to closed-in type of stapler. Gives faster loading, per- 
mits instant removal of any nonfeeding staple, ingenious 
stroke control prevents release of second staple before first 
has hit its mark, says manufacturer. Pins, staples and tacks. 
Loads full strip of 210 standard size staples. Price—$6.50. 
Now available. 


No. 6: SHELVING 


All-Purpose Metal Equipment Co., 254 Mill St., 

Rochester, N. Y. 

All Purpose Standard Steel Shelving 

@ Dimensions: 3’ 3” to 9’ 3” high x 30, 36, 42 or 48” wide x 9 
to 24” deep. 11 ga. angle posts, 18 ga. shelves, 22 ga. backs 
and ends optional. Finish—olive green or metallic gray 
baked enamel. Simple bolt assembly. Price—on application— 
price lists will be sent on individual parts or on assembly 
sketches. 


Berger Mfg. Div., Republic Steel Corp., Canton 5, Ohio 
Wedge-Lock and Convertible Shelving 

@ Comes in a variety of sizes. Baked-on enamel colors. 
Wedge-Lock shelving is constructed with special brackets, 


joints of which become tighter with increasing weight of 
load placed on shelf. Convertible shelving assembled with 
bolts and nuts. Delivery 60 to 90 days. 


Right: An All-Purpose 
shelf unit. Below: Some 
shelving made by Ber- 
ger Div. of Republic 
Steel Corp. 


Equipto Div., Aurora Equipment Co., Aurora, Ill. 
Shelves 


@ Have a varied line of book, catalog, and supply shelving, 
adjustable for different requirements. 


General Fireproofing Co., Youngstown, Ohio 

Shelving Unit $-336 
@ Dimensions: 36” wide x 7’ 3” high. Standard finish: olive 
green. Has closed sides, ends, backs and bases. This unit as- 
sembled from standard GF shelving parts. Shelves adjustable 
on 1” centers. With varied uses, GF shelving can be erected 
easily with screw driver and wrench. It can be moved 
about with little effort. Double unit pictured can be sep- 
arated into individual units without the use of additional 
parts. The same basic parts required for the storage of the 
smallest articles serve for the handling of the largest items 
by the addition of reinforcing pieces. Price: 2 units pictured, 
$76.26 (zone 1). Prompt delivery. 
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Save Time 
SORTING PAPERS OF ALL mapatens | 


vee 


Se5\ WITH THE C 


REQUISITIONS E. 


oa te aaa 


~ Sort Q). Mat 


In your office, where are papers sorted? In 4 
Sales ... Accounting ... Purchasing... 3 
Central File ... Mailroom . . . Elsewhere? 


Wherever it is done, Sort-O-Mat can save 
you time and money. With a “Y and E” Sort- 
O-Mat an inexperienced person can sort at 
least 800 pieces an hour. Sort them easily and = 
accurately. “2 


How ““Y & E’’ Sort-O-Mat Saves You Time 

Wherever it is done, Sort-O-Mat can save you 

time and money. With a’’Y and E” Sort-O-Mat / 
an inexperienced person can sort at least 800 yi 
pieces an hour. Sort them easily...accurately. 
Sort-O-Mat consists of a set of indexed sep- 

arators mounted vertically on a tray. There is 

a correct division for each paper sorted. As 

each paper is dropped into place, Sort-O-Mat 
automatically expands to make room for it. 

When all papers are placed in the sorter, they 

are in the proper sequence for processing. 


You Quickly Sort Anything Written on Paper 
You can sort by alphabet... number... date 

. subject . . . geographic location . . . any 
combination of these, or to any sequence 
peculiar to your own requirements. Sort-O- 
Mat guide tabs permit arrangements that fit 
your business — exactly. 


CORRESPONDENCE 


“a 
REPORTS VOUCHERS 


Prove it Yourself 

Call your Y and E” representative. He's listed 
in the “classified section of your ‘phone book. 
He will furnish you with a trial Sort-O-Mat. 
Use it in your office. See for yourself how Sort- 
O-Mat saves enough time and money to pay 
for itself in a few weeks. Its vertical arrange- 


ment saves valuable office space too. 
*sce Filing Equipment, 
Office Equipment 


For further information write for the new Sort-O-Mat folder No. 4015 
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L. to R.: Two units of library shelving by 
Equipto Div. of Aurora Equipment Co.; Gen- 
eral Fireproofing Co.'s S-336 (two units); ad- 
justable steel shelving by Hilco Mfg. Co. 


Globe-Wernicke Co., Cincinnati 12, Ohio 

Ledge Type Closed Steel Shelving 

@ Various heights, depths and widths, according to needs. 

Heavy gauge steel, green finish. Can be had without doors: 

also open or skeleton type. Easy to erect. Shelving parts for 

a unit consist of four posts, seven shelves, bolts and nuts. 

For storage purposes and displays. Ideal for offices, factories, 

stores and homes. Prices can be obtained through G/W 

dealers or write direct to The Globe-Wernicke Co. 
Approximate delivery 120 days. 


Hilco Mfg. Co., 1721 Elston Ave., Chicago 

Adjustable Steel Shelving Units 

@ Available in 8 standard shelf sizes from 8” x 24” to 24” x 
36” in lengths from 3’ 14%” to 10’ 1142”. Baked enamel finishes 
‘now offered include office gray, office green, cream, blue, 
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yellow, red and brown, in either plain or Hammerloid finish. 
These are open type shelves, made of steel. With the 1” x 
1” x 1” angle iron corners punched every 112”, unit is read- 
ily adaptable to any shelf opening desired and, with the use 
of dividers and an outer steel shell, is readily and easily con- 
verted to a closed type shelving unit for use as a parts bin 
or for storage compartments. Designed to carry a load of 
100 to 150 lbs. depending on the size of the shelf, the units 
are also available in a variety of special sizes and strengths 
to meet any storage or bin requirement. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Steel Book Shelving 
@ For business or scientific libraries. Supplied in attractive 


Grey-Rite finish, the stacks are 7’ 6” tall, single or double 
faced, and 36” wide with shelves 8” or 10” deep, as desired. 
(Turn to page 54) 


Left: Globe-Wernicke's ledge-type 
closed shelving. 

Below: Standard Steel 
Co.'s model ISU shelving. 


Equipment 
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new photocopy paper 


You save dollars with your 
present contact photocopy 
machine and developing 
set-up. Kodagraph Contact 
Paper—created by Kodak spe- 


cifically tor photocopyit ig— 


It’s fast, yet convenient to 
handle. It has wide latitude 
in exposure and development. And its great uniformity — 

from sheet to sheet, package to package — permits high- 

speed production . . . with- 

out intermittent time-outs 

for product-wasting trial- 

and-error testing. 


makes the job easier, surer. 


You get sparkling photocopies. . . 
photocopies that are easier to read . . . that 
equal or exceed the quality of your originals. 
Every detail is reproduced sharp and clear . . . 
in dense photographic 
blacks. clean whites. 
Superior results—trace- 
able to an entirely new 
high-contrast emulsion. 


You get long-lasting photocopies 

. durable photocopies that will not curl, 
turn yellow, or otherwise deteriorate. That's 
because of the new high-quality paper base 
made by Kodak in its own paper mill to rigid 
standards of strength and purity. Another 
important contribution to photocopying that 
assures increased protection ... increased 
convenience. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


1949 


“Kodak” 


is a trade-mark. 


[--------------------: 


= Kodag raph Contact Paper 


3 big advantages . . . you'll agree, 
and you can realize them today in your own office, 
with your present set-up. 


Order a package of low-cost Kodagraph Contact 
. try it with your letters, charts, 

and see for yourself! 

“The Big 


Paper soon . . 

reports, records . . 
Write today for the free new booklet, 

New Plus.” It tells the whole story! 


Mail coupon for FREE booklet 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send “The Big New Plus”— your 
booklet about Kodagraph Contact Paper and 
the other papers in the Kod: igraph Line. I have 

0 contact printing (1) direct process 0 blueprint equipment 


Name 


Department 


Company 


S 4 | 
Street 
- Kodak 
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(From page 52) 
Shelves may be ordered in either steel or aluminum and are 
adjustable on 1” centers without bolts, screws or clips. De- 
livery in approximately 90 days. 


Remington Rand installation at Union University in Richmond, Va. 


Standad Steel Equipment Co., 117-20 14th Road, College Pt. 
Long Is., N. Y. 
Steel Shelving, Model 1 SU 


@ Dimensions 12” deep, 36” wide, 67” high. Also in 15” and 
18” depths. Heavy gauge steel, olive green baked-on ename! 
finish. Unit held rigid by use of Magic Angles—used for 
storage purposes in office, warehouse or storeroom. Available. 


No. 6: CABINETS 


All-Steel Equipment Co., Inc., Aurora, Iil. 
Steel Storage Cabinets 


Have a wide variety of storage cabinets in various dimen- 
sions and styles. Concealed hinges, no bolts or rivets show- 
ing. Die-cast chrome plated handles control latches at top. 
center, and bottom of cabinets. Easy shelf adjustment—no 
bolts or nuts required for adjustment on 112” centers. 
Baked-on finishes in grained, olive green or dawn gray. 


An All-Steel Equip- 
ment Co. unit. 
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Berger Mfg. Div., Republic Steel Corp., Canton 5, Ohio 
Storave Cabinets 
@ Dimensions: 36” wide x 78” high, in depths 18” and 2514”, 
Come in a variety of sizes, single and double door, some with 
combination wardrobe and storage. Shelves are adjustable: 
baked-on enamel finishes. 3-pcint locking. 

Delivery 30 days. 


Above: A Berger Div., Republic Steel Corp. unit. 
Below: Model 500! of Cardinal Sales Inc. 


Cardinal Sales Inc., 5631 W. Madison 
No. 5001 Cabinet 


@ Dimensions: 36” x 18” x 78”. Constructed of heavy gauge 
steel throughout. 4 shelves, adjustable on 112” centers, and 
available in either green or grey; positive locking at 3 points 
—secures door at top, bottom and center; separate lock, and 
two chrome plated handles. 

Delivery: Immediately, from stock. 


Cole Steel Equipment Co., Inc., 285 Madison Ave., 
New York 17 
Model 400, 1-Door Steel Cabinet 


@ Size: 40%” high, 20” wide, 24” deep. Door equipped with 
a two-way locking device controlled by a paracentric lock. 


June, 1949 
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Olive green or Cole gray crinkle finish. It is counter height, 
with three adjustable shelves. Price, $35. 


Model 349-L 

@ Two door steel storage cabinet. Size 3712” high, 30” wide, 
1814” deep. Both doors are equipped with a two-way lock- 
ing device controlled by a paracentric lock. Olive green or 
Cole gray crinkle finish. Has two adjustable shelves. Price, 
$45.00. 


Model 760 

@ The new safe-type storage cabinet suitable for office sup- 
plies and printed matter. Doors are equipped with a two-way 
locking device controlled by a paracentric lock. Olive green 
or Cole gray crinkle finish. Four adjustable shelves. Price, 
$69. Available. 

Model 349-S 

@ Measures 3712” high, 30” wide, 18” deep. Can be used as 
a book case. Two adjustable shelves. Olive green baked 
enamel finish. Price, $27.50. 

Gardner Mfg. Co., Horicon, Wis. 

NM-125 Double Door Steel Storage Cabinet 

@ Dimensions: 72” high, 32” wide, 18” deep. Made of sheet 
steel, finished in baked-on enamel. Equipped with 3-point 
locking device, automotive lock with two keys, 5 adjustable 
shelves. Price, $48.35 FOB Horicon, Wisconsin. Ten-day 
delivery. 


June, 1949 


Starting left, and around 
clockwise: Models 349- 
L and 409 of Cole Steel 
Equipment Co.; style 
4ST of Standard Steel 
Equipment Co.; Gard- 
ner Mfg. Co.'s M-125; 
General Fireproofing 
Co.'s B-425-SC; Key- 
stone Steel Equipment 
Co.'s 7218-S; and a 
Globe-Wernicke unit. 
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THE WEW SLOTTED MECHANISM 


for binding 
@ CATALOGS 
@ MANUALS 
@ BULLETINS 
@ SALES 
DATA 


PROVIDES A FLAT READING SURFACE 
FOR FULL PAGE VISIBILITY ....... 


73 gn Lor 


INDER 


WITH THE 


"SELF-EXPANDING BACK" 


THAT CANNOT COME APART. 


An entirely new principle 
in expanding back binders. 
The patented slotted feature 
provides durability and 
automatic expansion. 


Sales and advertising 
literature can now have 
the benefit of full page 
visibility . . . PLUS the 
economy and good looks 
of the BAR-LOC BINDER. 
Available in both stock 
and Special sizes. 


Patent Pending 


FOR LITERATURE AND PRICES, WRITE TO 


The C. E. SHEPPARD Co. 


44-11 Twenty-First Street @ Long Island City 1, N. Y. 


ry 


Cabinets 


General Fireproong Co., Youngstown, Ohio 

No. B-419-SC or No. B-425-SC Double Door Storage Cabine 
@ Dimensions: 36” wide x 78” high x 191” 
Standard Finish: olive green or gray. 


or 25!.,” deep 

One of a number of storage cabinets capable of housing 
large quantities of supplies and other materials. These have 
not been available from GF since before the war. Equipped 
with four shelves, adjustable at 1” intervals. Snugly fitting 
doors and dust excluding construction throughout. 
Zone 1, $69.50. Prompt delivery. 


Price: 


Globe-Wernicke Co., Cincinnati 12, Ohio 

Storage Cabinets 

@ Dimensions 78” high, 36” wide, 18” or 24” deep. Heavy 
gauge steel. Green or seal gray finish. Supplied with four 
shelves, adjustable every 12”. Good for stationery and office 
supplies. Prices can be obtained through G/W dealers or 
write direct to The Globe-Wernicke Co. 


Delivery—60 to 90 days. 


Keystone Steel Equipment Co., 
Storage Cabinet No. 7218-S 
@ Height 72”, depth 18”, width 35”. Made of heavy furni- 
ture-levelled sheet steel, finished in olive green or modern 
gray baked enamel. 4 shelves adjustable on 2” 
3-point locking device. Immediately available. 


15 Lombard St., Phila. 47, 


centers, 


Storage Cabinet, No. 7224-S 
@ Height 72”, depth 24”, width 35”. 
Model 7218-S. 


Has same finish as 


Counter High No. 4218-CH Cabinet 

@ Height 42”, depth 18”, width 35”. Made of heavy furni- 
ture-levelled sheet steel, finished in olive green or modern 
gray baked enamel. 2 adjustable shelves on 2” 
point locking device at top. 


centers, 3- 
Immediately available. 


Maso Steel Products Co., 500 S. Throop St., Chicago 7 
Storage Cabinets, Model 7001 

@ Dimensions: width 36”, depth 18”, height 78”. Has 4 
shelves. Frame formed of heavy gauge steel angles and 
channels. Framework supports metal body. Doors are of 
heavy gauge metal, reinforced with liners the full length. 
Lock separate from handles. Controls three point latching 
device, which secures door at top, bottom, and center. Base 


(Turn to page 58) 


Supreme Steel Prod- 
ucts’ standard stor- 
age cabinet. 
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New! USCO Bonded 100 Stronger Leads 


June, 1949 


———. 


"NOLSI Lid “OD ONINVE NN3d 


TOlb9 ©“"4g —Wd 


America’s Business Needs the Best... 


Here is a pencil that can take it--day after day— 
the new, BONDED pencil by USCO makes for 
smoother and longer lasting leads—more efficiency in 
your office—-at a substantial saving. 


USCO $3.60 USCO or 


Your Own 
BONDED & 


Per Gross Imprint 


PENCILS A 5c Pencil for a little over 2c each 


New USCO BONDED Pencils, tested on a U. S. Bureau of Stand- 
ard Testing Machine, shows that these leads are definitely more than 
twice as strong as ordinary pencils. 


You will marvel at these new, specially processed, smoother, 
stronger, longer lasting leads bonded to the wood for added strength— 
and finer quality erasers that do not smudge. 


Send your order now. You take no risk. We ship on open account. 
These new pencils must come up to your highest standard or you can 
return them at our expense. 


FREE! These pencils can also be had with YOUR IMPRINT in place 
of cur brand at no additional cost. For large quantities write 
for special discount. 


UNITED STATES) PENCIL COMPANTY 


INCORPORATED Ke : 


= 


487 BROADWAY ° NEW YORK 13, N. Y. 


America's Largest Pencil Distributors 


United States Pencil Co. 
487 Broadway, New York (13) N. Y. 


U. S. Bureau of 
Standard _test- 
ing machine 
shows that elec- 
tro bonded 
leads are 100% 
stronger than 


ordinary leads. 


Gentlemen: 


Please send ( } Gross Pencils @ $3.60 per Gross. 


| ! 
I I 
J ! 
I 1 
! | 
I I 
1 Check | 1 I 
| Check No. | Soft } 
1 [] “USCO” Brand Lead No. 2 Medium Soft ! 
| Desired No. 2!/2 Medium | 
; C] With our imprint at no extra cost Hy : a nen 
| | 
| FIRM NAME . | 
| ADDRESS 
| ] 
j ae STATE j 
ORDERED BY I 
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(From page 56) 
is reinforced to form solid foundation. Hinges of semi-flush 
construction. Baked-on enamel finish in green or grey. 
Other models in varying heights are made by this com- 
pany. 


Standard Steel Equipment Co., 117-20 14th Rd., College Pt., 
Long Is., N. Y. 

Storage Cabinet, Style 4 ST 

@ Dimensions, 18” deep, 36” wide, and 72” high. Made of 


heavy gauge steel. Olive green baked-on enamel finish 
Double door cabinet, used for storing stationery supplies, 
etc., with Yale lock in handle. Available. 


Supreme Steel Products Inc., 52-55 74th St., Maspeth, L. I, 
m. ¥ 


Standard Storage Cabinet 

@ Dimensions 36” wide by 18” deep by 72” high. Heavy 
gauge steel, supplied with four adjustable shelves on 2” cen- 
ters complete with full flush sanitary base, chrome door 
handles and Yale Paracentric Lock with two keys. Standard 
finish is Olive Green, but other colors will be furnished if 
requested. Substantially built of heavy sheet steel electric- 
ally welded into a one-piece unit. 

Delivery—immediate. 


PENCIL SHARPENERS 


Automatic Pencil Sharpener Co., 1801 18th Ave., 
Rockford, Ill. 

Apsco Dexter Model B Pencil Sharpner 

@ Width overall, 5”, depth, 314”, height, 412”. Receptacle 


The Dexter B of 
Automatic Pen- 
cil Sharpener Co. 


polished, nickel plated steel. Base, handle and chuck, con- 
structed of strong die cast alloy and painted grey. Cutters of 
fine steel, milled and undercut, case hardened and each tooth 
or knife individually ground to knife edge. 


C. Howard Hunt Pen Co., Camden, N. J. 

Boston Model KS Pencil Sharpener 

@ Dimensions 5” long, 4” high, and 212” wide. Has pencil 
guide, or dial for 8 sizes of pencils. Heavy die cast stand. 
All metal, steel, nickel plated receptacle. Has twin-milling, 
15-cutting edge cutters. Cutters are of solid, hardened tool 
steel. List price $2.50. Available. 


Boston Model L 

@ Dimensions 45s” long, 4” high, and 215” thick. Sharpens 
standard size pencils. Heavy die cast stand. All metal, 
steel, nickel-plated receptacle. Same type cutters as KS 
model. Price $2. Available. 


Rite-Rite Mfg. Co., Downers Grove, Ili. 

Dixon Endure No. 20 Pencil Sharpener 

@ Dimensions 47g” x 434” x 314”. The shavings receptacle is 
of extra heavy plastic material. The cutters are made of 
steel specially ground and hardened. The body or main part 
of the machine is of special die cast alloy and the base or 
main support of the frame is made of special formula steel. 
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Above: C. Howard Hunt Pen Co.'s Boston KS. 
Below: The Dixon Enduro of Rite-Rite Mfg. Co. 


“bbb blew >>> +>) 


Triple-E Products Co., 4517 Olive St., St. Louis 8, Mo. 
B-20 Electro-Pointer 

@ Dimensions: 8” x 6” x 342”. Inner unit of durable alloy 
castings. Exterior housing streamlined plastic. Motor 
driven. Precision-ground, case-hardened cutters, with pen- 
cil stop to eliminate “chewing up” of pencils. The Electro- 
Pointer points pencils from seven to ten times faster with- 
out waste of pencil, says the manufacturer. Price $31.50 in- 
cluding Excise Tax. Available. 


The Triple-E Products Co. sharpeners. 


Dynamatic Pointer 

@ Dimensions: 3%” high x 344” deep x 214” wide. Alloy 
die castings for rigidity and durability, and colorful plastics. 
Crank type, using multi-edged spiral, case-hardened steel 
precision cutters. New functional design increases interior 
shavings space, yet decreases exterior size. New bracket ar- 
rangement eliminates mess when emptying shavings. Pat- 
ented pencil stop provides any degree of sharpness or blunt- 
ness of pencil points. Front and rear bearings insure smooth 
and long-lasting operation, eliminating point-breaking. Price 
range—$3.50 to $5. Available. 
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V CONTROLS INVENTORY 
V PRESENTS SALES PICTURE 
V FLASHES PROFIT LEAKS 

V SPOTS PRODUCTION LAGS 


CUT NECESSARY RECORD-KEEPING 
TIME Qe-Mced /... WITH 
G|W’s Visible Record Equipment! 


Know at a glance the important facts and figures about your business! With 
G/W’'s amazing visible record equipment, you can tell the condition of your 
inventory, sales standing, production lags, profit leaks...and, at the same time, 
cut the cost of filing and record-keeping by as much as one-third. This equipment 
is built to give a lifetime of dependable service, so don’t wait any longer to con- 
sider its value to your business. 


CALL OR WRITE FOR DETAILS 


Get more details Today, by calling your local G/W dealer, or write GLOBE- 
WERNICKE CO., System Division OM-4, Norwood, Cincinnati 12, Ohio, for a 
FREE descriptive Folder. 
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NOMA Conference 


(From page 28) 

judgment—to the employees) ; control (fixing ac- 
countability in its proper place through proper re 
porting); contact (‘the pendulum is swinging 
again in the direction of management contact 
with the employees”) ; training; planning (treat- 
ed in this instance with reference to the develop- 
ment of sound employee relations) ; protection 
and security (“sound employer-employee relations 
cannot be fully developed in an atmosphere of in- 
security and fear’’). 


Concurrent ssesions 


Sam C. Black, Jr., Gates Rubber Co., Denver, 
Colo., was a speaker at one of four concurrent 
sessions. Chairman of this meeting was Horace I. 
Seeley, Carolina Power & Light Co., Raleigh, N. C. 
Mr. Black spoke on the subject of in-service train- 
ing, and urged his listeners to dispense with 
“training merely for training’s sake.” Such an 
attitude these days can’t be afforded, he said. 

“Every office has training, whether it is formal 
or informal,” said Mr. Black. “Therefore, every 
kind of training should be scrutinized. Training 
should be geared to actual need.” 

R. R. Huckell, California & Hawaiian Sugar Re- 
fining Co., San Francisco, Calif., spoke on office 
employee union problems. He was introduced 
by F. D. Brosnan, Brookline Fabrics, Inc., Green- 
ville, S.C. Mr. Huckell gave his listeners some of 
the background of the management-labor picture 
as it applied to the office. He outlined the prob- 
lems in management-union negotiations, pointing 
out, however, that a policy of avoiding the inci- 
dents that lead to bitterness between management 
and labor pays off in the long run. 

“Sound methods and procedures, simple merit 
rating plans, fair salaries—in short, a good job 
in human relations will always keep management 
in a favorable position,’ Mr. Huckell said. 

Albert K. Wilson, president of Construction- 
eers, Inc., Wilmington, Del., was the speaker at 
another of the concurrently run sessions. Intro- 
duced by the session chairman, John Crawford, 
Sun Life Assurance Co. of Canada, Montreal, as 
an architect acquainted with the problems of the 
office manager, Mr. Wilson indicated the trends 
affecting the modern office building. 

Under the direction of John A. Fitch, Davison 
Chemical Co., Baltimore, Md., the subject of the 
“Control of Mailing Activities” came in for de- 
tailed discussion. Contributing to the study were 
Harry W. Nock, E. I. du Pont de Nemours Co., 
Wilmington, Del.; Robert F. Brown, Bird Coal 
Co., Philadelphia; Oscar D. L. Mabry, Penn Mu- 
tual Life Insurance Co., Philadelphia; Harry A. 
Gallagher, Sears Roebuck & Co., Philadelphia; 
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Herbert T. Henderson, Presbyterian Board of 
Christian Education, Philadelphia; and Robert W. 
Brown, Judson C. Burns Co., Philadelphia. 


Top awards 


The annual banquet was the occasion for the 
presentation of the Leffingwell Medal to Claude y. 
McBroom, Meredith Publishing Co., Des Moines, 
lowa, who won this highly coveted prize for “his 
outstanding contributions in the fields of industry 
and teaching.” O. J. McMunn, Duquesne Light 
Co., made the award. 

Another achievement was given fitting recogni. 
tion when George Henderson, vice-president of the 
Consolidated Paper Corp., Ltd., Montreal, re. 
ceived the NOMA Fellowship for having “come up 
through the ranks of management to a position 
of high authority in his company.” Chairman 
of the evening’s activities was Hugh Wichert, who 
introduced Murray Chipman, MacLean-Hunter 
Publishing Co., Ltd., the featured speaker of the 
banquet. Mr. Chipman’s address, completely hu- 
morous in tone, kept his audience in fits of laugh- 
ter. Professional entertainment of high quality 
and dancing completed the evening’s activity. 

Two addresses filled the morning session the 
next day. These were the talks of Dora F. Cap- 
well, director, Allegheny Vocational Counseling 
Center, Pittsburgh. Miss Capwell was introduced 
by J. B. Andrews, Carnation Co., Seattle, Wash. 

Speaking on the “Attitudes and Abilities of 
Current High School Graduates,’ Miss Capwell 
called for understanding of the present-day ado- 
lescent. 

“Perhaps if we knew more about the ability, 
interests, and attitudes of recent high-school 
graduates, particularly those who do not go to 
college, we could work with them more intelli- 
gently,” Miss Capwell said. “Such knowledge 
might contribute to our methods of selection, 
placement, and motivation for the young employee 
so that higher morale can be maintained in the 
work situation.” 

Miss Capwell devoted the rest of her time to 
presentation of an illuminating study of the sub- 
ject conducted by her agency. 

The other speaker was Dr. Joseph Tiffin, Pur- 
due University professor well known in the field 
of employee testing. He described some person- 
nel tests that have been used effectively to spot 
people for clerical and office jobs. The tests cov- 
ered mental alertness, clerical skills, and vision 
for the job. 

“The people who score high on these tests,” 
said Dr. Tiffin, “do a better job in various and 
sundry kinds of clerical work. The whole thought 
is that any test recommended for use should be 
tested itself to see whether or not people who 


(To page 64) 
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Robotyer 


Corporation 


Detroit 34 
Michigan 


Investigate 
this modern 
equipment 


today. 


— 


and Typed Lettered 
' - __ Sure to be r ead = 
— Produce Results } 


Get up to 600 letters per day 
with one typist! 


Sales promotion, delinquent account solicitation, 
routine, inquiry, reply, and stockholder letters as 
well as many others can be produced in quantity 
and made really effective with Robotyper. 


The typist inserts the sheet, types the salutation 
and pushes a button. The result is perfect letters 
all typed on the same machine with the same 
touch with salutations and body copy matched. 


Typist can do other work while the machine oper- 
ates at triple speed or one girl can handle as many 
as six machines. 


Representatives 
in all important 


cities. 
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WHY? See how fresh and vital she is! Lunch time— 
half a busy day gone—and not the slightest sign 
of a let-down. The secret is her individually-fitted 
Sturgis Posture Chair, which supports and relaxes her 
throughout the day because it insures erect, health- 
ful, fatigue-defeating posture. 


| If the work of your office staff lags from lunch time 
on, we suggest you ask your Sturgis dealer to demon- 
strate how Sturgis chairs actually increase office 
production. 


Ever wondered how much bad 
sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, “The 
High Cost of Sitting". No 
charge—no_ obligation—just 
good common sense. 


A complete line of executive, stenographic, recep- 
tion and institutional chairs—posture-designed 
for the person and the purpose. 


MAIL THIS COUPON NOW 


The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME 


COMPANY. 


TITLE 


ADDRESS. 


CITY. STATE 


POSTURE CHAIR CO. 
Sturgis, Michigan 
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TASSURES 
YOU INCREASED 
‘SERVICE AND VALUE 


7 bc } You 


~ GARBON PAPERS 


TYPEWRITER CARBON BILLING CARBONS — 
 FAN-FOLD CARBON PENCIL CARBONS — 
CARBON JACKETS REGISTER ROLLS — 


i 


TYPEWRITER RIBBONS TABULATING RIBBONS 
Addressograph RIBBONS TIME STAMP RIBBONS 
— Mach. Ribbons ADDING Mach. — 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS — 
HECTOGRAPH RIBBONS DUPLICATING FLUID. , 


cr urea 


529 So. Franklin St. 
Chicago 7, III. 


401 Wood St. | 
Pittsburgh 22, Pa. “New York 12,N 
Factory: Coraopolis, Pa. 
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_ 270 Latayette 7 t 


Stationery Coordination 
(From page 31) 


tion as a tying-in line. The only deviation from 
the usual was the use of small triangular blocks 
to space the information, thus carrying out the 
original design motif of the triangle. 

Other factors considered in the letterhead de. 
sign as extremely important in establishing any 
identification program were unifying the over. 
all design so that it would look equally well on 
shipping labels, invoices, checks, mailing labels, 
calling cards, envelopes, direct mailing pieces, and 
packages. We used a standard type face on the 
letterhead, even though the entire letterhead was 
an engraved plate. By using a standard type, all 
secondary pieces such as shipping labels and go 
forth could be type-set to match at a major say- 
ing to the client, the only new cuts being for vari- 
ations in trade-mark size. We established one 


ABOUT RAYMOND SPILMAN 


@ MR. SPILMAN, author of this article, has been 
a staff designer for General Motors, product de- 
signer for Walter Darwin Teague, and chief de- 
signer for Johnson, Cushing, & Nevell. He now 
heads his own design organization in New York, 
with a list of clients including the Gray Mfg. Co., 
Dow Jones & Co., Colvin Corp., General Time 
Instrument Co., H. J. Rand Associates, and many 
others. Mr. Spilman is also active in the field of 
design education as a lecturer and teacher at New 
York University and co-director of the Product 
Design Seminar at Lehigh University. 


size for the return address on the letterhead, 
which also was used on the calling cards and the 
original check layout. The second or middle size 
was used on the shipping labels, checks, and di- 
rect mailing pieces. The third size was used on 
the letterhead invoice and large shipping label. 
The design difference in the letterheads and ship- 
ping labels is in the spacing between “‘Colvin Cor- 
poration” and the trade-mark and as the labels 
were type-set it was not necessary to acquire new 
plates as we re-used the trade-mark plates. 

The creation of the design, as well as all the 
art work and eventual approval of all proofs, was 
in our hands, on the theory that the best solution 
of the public identification program lay with a 
professional designer whose only consideration 
was the client and his problem. We were fortu- 
nate in having a group of suppliers who were ex- 
ceedingly capable and patient with us in our mv- 
tual effort to achieve the perfection that Mr. Col- 
vin desired. The trade-mark plates and station- 
ery was supplied by R. O. H. Hill, New York; 
checks by Todd Co., Buffalo, N. Y.; labels by Ever 
Ready Label Co., New York; shipping cartons, 
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Modernaire “ 
Features You'll &. 
Like! 


Zz 
New 30” width on general office models means 
big savina in floor space. 


June, 1949 


Yes, there are 81 new different models and sizes of In- 
vincible “‘Modernaire”’ desks designed to make business 
living easier . . . more attractive . . . more efficient! Ad- 
justable height to fit individual requirements for leg 
room — for writing ease. Non-glare linoleum tops mean 
all-day eye comfort. Smooth-sliding and rolling drawers 
mean easy reaching for work papers. Exclusive Invincible 
Finger-Touch locking compressor in letter drawer means 
fast filing — no strain pulling files out — no “jamming” 
them in. 

Desks are made from heavy-gauge steel, with all- 


Rust-proof, sturdy, screw-ja 


desk height from 29” to 30% 


welded construction. Tops are extra-reinforced to with- 
stand heavy-weight loads. They're built from carefully 
designed standard units for uniformity of appearance 
. . . for low-cost sale. For detailed information on these 
great new desks — how each model and size fits a specific 
office need — write Dept. C. 


METAL FURNITURE CO., MANITOWOC, WIS. 


a type glides. Adjust 
10%,” . 


with compartmented convenience tray. 


letter drawer with Invincible Finger-Touch Com- 
Pressor. Note heavy-duty, silent-action progressive 


ball-bearing roller cradle suspension. strength here! 


MK 8 
Worm's eye-view of top ribbing on Invincible 
Modernaire Desks . . . no worry about lack of 


hardware to match. 
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Note spacious drawers. Box drawers equipped with 
one divider adjustable on 1” centers. Lap drawer 


All **Modernaire’’ desks have stoinless steel bind- 
ing and corner protection. Precision die-cast 
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trade-mark dies, and printing on cartons by Inter. 
state Container Corp., Glendale, L. I., N. Y, 


The Colvin Corporation has had many op. 
a O r gratulations on its choice of trade-mark and 
letterhead and also on the commercial value of | 


; having every piece of printed material coming 

TURNED LEG and ARM DESIGN CHAIRS from that company re-emphasize an identifying 
trade-mark and name pattern immediately recog. 
nizable to anyone who has ever received or seey 
any written message from the company. 


COMING EVENTS 


Special Libraries Association a June |i th-18th 
40t? Annual Conventi n 
Biltmore Hotel, Los Argeles, Calif. 
National Negro Insurance Association June 21st-24th 
29th Annual Convention 
Reynolds Hall, Philadelphia 


National Business Show October 24th-29hi 
Grand Central Pelace, New York 
| AMA Conferences 
2905/2 TC 5705!/2 General Management ‘ June 8th-9th 


Horel Statler, New York | 


Office Management Group Meets 
The May meeting of the Office Management Associa- 
tion of Chicago was held at the Morrison Hotel. 

Guest speaker, Miss Kathryn Burns, communications con- 
sultant with the Illinois Bell Telephone Co. discussed “What 
the Invisble Receptionist and Good Telephone Usage Means 
to Your Business.” A supplemental film, “The Invisible Re- 
ceptionist,” was also shown. 


NOMA Annual Conference 
(From page 60) 


score high actually do a better job on the job.” 
Dr. Tiffin gave several instances of the success 
of these tests in large companies around the 


5720 
Available to match turned leg desk installations, and 
designed for offices that appreciate the dignity and Country. 
beauty of traditional turning, is a complete Taylor re- The luncheon speaker was William A. Gill, di- 
turned leg line in wood and upholstered chairs. rector of Office of Mobilization Procedures and 
Taylor Turned Leg Chairs impart an Organization, Washington, D. C. Mr. Gill indi. 
atmosphere of good taste and stability | cated that industry in general wasn’t too well pre- 
—eeeee bizarre or cheap in appear- — pared for war in 1941 and suggested that some 
see wigs gael eo "6 ap °f preparation would be desirable in the future. 
ae etd Models pis i gp Miss Emma Lee, Johns-Manville Corp., San 
requirement. ; Francisco, president of the San Francisco NOMA 
chapter, presented the Schulhof awards to Lee 
Clark, Standard Oil Co. of Texas, Houston, Texas, 
and I. Berni, Procter & Gamble, Cincinnati, Ohio. | 
Chairman of this luncheon meeting, which } 
marked the official close of the convention, was 
President-elect Wichert. He announced that pres- 
entation would be made later this year of the 
Geyer Award, presented each year by OFFICE 


ae ae 


The‘Taylor Chair Company 


BEDFORD, OHIO, Us. a. 


| THE TAYLOR CHAIR COMPANY, Bedford, Ohic “1 | MANAGEMENT AND EQUIPMENT. 

I . A ETE | There were more than 1,200 registrants at the [ 
7 prices anil where T may witagn, wet Taxtor Turned Lee Chairs. 1 eonvention. The Philadelphia chapter, the nation- 
i NEO resus sk 5 radeon catanedpnec ess Secteeene eek OR cack al staff of NOMA, and the various local and na f 

| Addres, Coser eeceeccccccssssccscsses. | | tional committees drew great praise for the eff- 

th ar reteeeeeeeeeseeesee SUMO. ee eeeeeeeeeeeeeeee, ' | cient organization which contributed so greatly 

Dieta peas ie mers 5 TS ne On Se 


June, 1949 


——_ . is =. “ea Po ee ee rl aed 
, 
rs 
ee —- [ J i 
OP PF _ 
F ’ e ee ES 
av ss wee... bi 
a —' eal 
ae dl _ . rg i a. 
‘f. j ss | 2 
« = er ie A , Lo 
a oe rs 
a j 
fe 
ae For | 
ra \ | Every 
7 a . goat (i ) 
> , é | ice 
| = | 
ee, | urpose 
ao 
; 
% 
ee ; 64 OFFICE MANAGEMENT AND EQUIPMENY a | 


Inter. 


con- 
- and 
ue of 
ming 
ifying 
recog- 
* seen 


Ith-18tn 
ist-24th 


4th-29h 


8th-9th 


: job.” 
uccess 
id the 


rill, di- 
2s and 
1 indi- 
|] pre- 
t some 
B, 
., san 
NOMA 
to Lee 
Texas, 
|, Ohio. 
which 
n, was 
it pres- 
of the 
OFFICE 


_ at the 


nation- f 


ind na- 


he effi- [ 


greatly 


ne, 1949 


Non-Sus pension 


Height Width Depth 


52” 14%" 5%" 


* 16 Ball Bearing Rollers 

¢ All Spot & Gas Welded 

* Heavy Gauge Furniture Steel 
* Durable Baked Enamel Finish 

* Hardware of “A” Grade Quality 


STEEL EQUIPMENT 
FOR THE OFFICE 


KEYSTONE 


June, 1949 
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LETTER 
FILES 


(WITHOUT LOCK) 


* 
Featuring: 


* 


IMMEDIATE 
DELIVERY! 


Write for literature 


STEEL EQUIPMENT 
FOR THE FACTORY 


STEEL EQUIPMENT COMPANY, INC. 
15 LOMBARD STREET e PHILADELPHIA 47, PA. 
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ABOVE: 


ALUMINUM CHAIR for institutional use, known as the ST-300, 
being introduced by the Aluminum Seating Corp., Akron, Ohio. 
The ST-300 features no sag springs, thick rubber cushions and 
backs, and the well-known Tolex coverings. The satin finished 
aluminum frame together with the luxuriant upholstering combine 
utility and seating comfort. Prices on request to the company. 


RIGHT: 
FOR SALES MEETINGS and many other business uses, 


writers listed, can be obtained by contacting the company. 
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the 
Rauland-Borg Corp., 3523 Addison St., Chicago, offers this high 
fidelity phonograph amplifier. A new feature of the amplifier, 
which is designed expressly for custom installations, is a detach- 
able remote contro! preamplifier which can be mounted in any 
position to meet mechanical requirements. Unit measures only 
2¥% x 2% x II inches. Other features include a single control 
which provides five steps of frequency cutoff; an auxiliary volume 
control; and a dual-input selector switch. .Amplifier delivers a 
power output of 25 watts with not more than 5 per cent total 
harmonic distortion. Full details on model 1825, which is Under- 


BELOW: 


OZIUM, a fast-acting air freshener, is the new product of 
Woodlets Inc., Portland, Pa. The Ozium formula is fortified with 
a high content of propylene glycol and triethylene glycol. Thess 
two important glycols were used for conditioning the air jp 
bomb shelters during the war. Results from extensive tests have 
been published in public health, medical and other publications 
indicating that these glycols have outstanding bactericidal quali. 
ties. The new air freshener is highly concentrated and packed 
under pressure in small metal cylinders which slip easily into 
the patented dispenser, only 434 inches long and 1!/4 inches in 
diameter. Designed to fit unobtrusively into the hand, a light 
touch of the lever on the dispenser releases a fine mist-like spray 
that quickly diffuses into the air, immediately destroying un. 
pleasant odors. Each refill contains enough to treat the air 
in about 50 average size rooms. 


LEFT: 


ALL THE TOOLS necessary to analyze and replan office func- 
tions into more efficient units can be had with the more than 
forty different scale models of office furniture and equipment 
produced by Triometric, Inc., 711 Penn Ave., Pittsburgh. With 
the models, a three dimensional layout of any office from the 
simplest to the most elaborate can be made. The models are 
accurately made and scaled '/s-inch to the foot, making them 
a valuable aid not only to office planners, but to furniture manu- 
facturers and architects. A catalog showing and describing the 
models is available from the company. 


je eat 
guame 
g32 ae 
Lah 7g ak 


June, 1949 


a eG oe fo ee a eo _ a ie 
5 ; 
si 
4 | 
# sd all , 
ay “a . = q 
BR las 7 aa « 
‘ | 
- : 
i 
g 1 
: . , 
- ‘os ‘ea fos 7 pu a | 
7 q ] 7 “4 .* 
- zt J a ae ‘ ae 
- Ly _.* Besse i: ae =a 
cm i 4 ; ¥ y V/; : = é ¢ a: 
igs : J , ~ Me. a ae ae 
Pos : & d ¢,* aT 
a | % : : — a 
; ; i d eo see a mee gd ’ 
- r ia tae - 
4 Pie a s “st EAD . Y & i 
7 . 4 * ta ml : 
2 4 A ; *) 
r a ery 
- A ee ee 3 oe 4 
me 2 ee . 
~ be 
: ; 
a i: . otter a6 
(ea : gs 
a. # sey 
— | —— — 
aes. ae 7 = PA 
a i — ¥ . 
z . : * a ) 
4 Se a - be ars : 
f & — . a 
io a ~~ oy - 
i ) in 5 mer’ . 
ee 
ae 
a 
ae 
or 2 
i % —_—_ — 
\ < , ——. — poet es 
a 7 7. * Tee 7 gu , oe ate 
aa fa as wee eae tL #. 
a4 , i —— Siig Se 
eat 7 ki Bera ee 
ie . ee 0—0lté‘éCC 
Le) 34 ot pes ae 
re ; ath ree “a og on ' : 
‘- ) pes 
4 a sth ra ie Sy - 2 
; hs be i, Ba 
a 4 tig L - +. +e at a “g ‘a ~ 
i tT aE fo — 
Ss 7 ; » &., Bs n Ph ‘eae ‘a. ae . » F 
: 7 bo i , * ES ’ . - 
be 7 . | “ . , 
> ee i , 
we _ r 
eas +. ; 
ae a 
{ } = : 
: 4 
_ ; 
oot J wa eee mo Pa ee Sh a i a at Se \ oo . er _—— oe a 
ae eee “| ate ag ag ie oS ae oe (Oe re a : ae 
et he | a J a Bas ; oy ‘ a a aa y a. a ae : 9 
te “eae Pe le oe ke: Seo > ge ia ; aa 


uct of 
d with 
These 
air in 
s have 
cations 
quali. 
packed 
ly into 
ches in 
a light 
® spray 
ng un- 
the air 


func- 
than 
pment 
With 
mn the 
ls are 
them 
manu- 
g the 


ne, 1949 


June, 1949 


EVERY DAY... 
A NEW NEED FOR 


Demnioon 


a> Day after day, modern office procedure 
~ calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 
Dennison products that make work easier. 


Dennison offers you a complete line of tags, labels 
seals and other paper specialties—all designed to 
save time and eliminate errors. 


Dennison Goods are on sale at stationery counters 
everywhere, 


Dennison 
Essential Stationery Supplies 
for HOME, SCHOOL and OFFICE 


zipper carrying 
case available 


ADDING 
MACHINES 


..are in a league by themselves. 


Check these features...weighs 6'/2 pounds; short 
stroke handle; sturdy construction; non-crawling; 
non-glare keys with full size keyboard; totals and 
sub-totals in red ; over-size numerals ; and many more. 


You are missing the bet of a lifetime if you don’t 
team up with a Swift now, Remember, it is small in 
size, cost and weight...three big advantages that 
make it an important part of all types of businesses 
—large or small. 


See your dealer, or write: 


SWIFT 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 
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Exacting Requirements 


6B to 9H 


*SUPREME in Uniform Quality 


*SUPREME in Meeting 


*SUPREME in All 17 Degrees 


The RIGHT pencil for the RIGHT job 


KOH.|.NOOR PENCIL COMPANY INC.. BLOOMSBURY. NEW JERSEY 
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The Famous Koh-i noor Diamond 


KOH-I-NOOR 


KOH-I-NOOR 


OR 


KOH-I-NO 


QNO0R KOH-I-NOOR . 


KOH-I- 


KOH-I-NOOR 


= KOH-I-NOOR 


Thomas Collator Appoints Hickey & Oliver 
W. E. Thomas, president of Thomas Mechanical Colla. 
tor Corp., 30 Church St., New York, announces the promo. 
| tion of R. L. Hickey as sales manager and the appointmen; 

| of G. W. Oliver as sales promotion manager. 

Mr. Hickey has been associated with office procedure ang 
| production problems since 1936. He was formerly a sales an- 
| alyst with the Shaw-Walker Co., and, during the war years 


R. L. Hickey G. W. Oliver 


| was Chief of Control Division, Quartermaster Corps, in the 
| Jersey City Depot. He joined the Thomas Corp. after serving 
| as procedure analyst for the Bigelow Sanford Carpet Co. 

Mr. Oliver has also been in the field of office management 
for many years. Formerly with Shaw-Walker, he has been 
the officer manager of such firms as Crucible Steel Co. of 
| America and Deering-Milliken & Co., Inc. He will be in 
charge of all the advertising and sales promotional efforts 
| of the firm. 

The company specializes in collating and paper gathering 
problems for offices and for duplicating and printing estab- 
| lishments and has developed a line of equipment to handle 
| both standardized and specialized collating problems. 


Monroe Announces Executive Changes 

Malcolm Monroe and D. D. Richardson were named 
vice-presidents in a series of executive promotions recently 
announced by the Monroe Calculating Machine Co. of 
Orange, N. J. Two other elevations saw George A. Staniar 
named treasurer, and Fred R. Sullivan, controller. 

The company also anounced the retirement of W. R. Cum- 
mings, vice-president for 27 years, and the appointment of 
Andrew Anderson, vice-president in charge of production, 
to Mr. Cumming’s place on the board of directors. 

Mr. Monroe, son of the company’s founder, the late J. R. 
Monroe, becomes vice-president in charge of export sales 


Malcolm Monroe D. D. Richardson 


after nine years with the company. He has been a director 
and has served as secretary since 1947, a post he will Te- 
tain. Mr. Richardson, the company’s other new vice-presi 
dent, will direct financial affairs. He had been treasurer 
since 1937. 

Mr. Staniar was assistant secretary and assistant treasurel, 
and Mr. Sullivan had been assistant secretary two yeas. 
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Two GOOD Reasons Why It's 


“ROBERTS ror NUMBERING” 


1. ROBERTS MODEL 49—Machine of the Century 


Roberts Model 49 has always been the most attractively 
priced, as well as the most dependable numbering machine. 
This handy, light, 3-action model meets practically all num- 
bering requirements. 


2. ROBERTS MODEL 95—Leader in 
Multiple Movement Machines 


The 5 easily chosen and set actions of the Model 95, plus its 
smooth, easy operation, makes this the favorite office machine. 
Priced amazingly low. 


IMMEDIATE DELIVERIES 


ROBERTS NUMBERING MACHINE CO. 


700 JAMAICA AVENUE 


BROOKLYN 8, N. Y. 


eh ao 


_——s PLYMOUTH RUBBER COMPANY, INC. 
FOUNDED 1896 The Largest Rubberizers of Cloth in the World canto 
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BELOW: 


MAGNETIC WIRE RECORDER, the Harrison, measures only 
8-12 x 10 x 14 inches, weighs 23 pounds and is housed in a 
leatherette overnight-type case with leather trimmed edges. It 
has a "roll-out" control panel for easier operation, can be used 
as recorder, record player, and public address system. Features 
a 4 x 6 inch speaker. Unit comes with microphone, recording 
wire, and a telephone pickup device for recording two-way tele- 
phone conversations tan also be supplied. List priced at $134.50, 
from Progressive Marketers, 41 Union Sq., New York. 


ABOVE: 


ABOVE: 


NEW FORMS DESK scientifically designed by a methods engineer 
to simplify handling, reduce fatigue and increase efficiency in of- 
fices such as insurance and manufacturing concerns, where the con- 
stant handling of numerous forms is a daily task, is being intro. 
duced by Industrial Budgets Inc., 3403 Monroe St., Toledo, Ohio, 
The desk consists of an equally divided number of shelves with 
eleven openings. Each opening is 2 inches high. Each shelf is 
one continuous piece of material with spacing blocks at center, 
Spaces are left without divisions so that large and small forms may 
be placed side by side arranged and rearranged as conditions 
warrant. The front is formed in the shape of an arc. This are 
design makes all shelves and all forms on any one of the shelves 
equally accessible and when the desired arrangement of forms 
has been made on the shelves the operator can instantly locate 
and select the necessary forms with both hands. Small metal trays 
that clip on the front of the shelf are available for storing en- 
velopes and printed forms. 


NOW IN PRODUCTION by the Lathem Time Recorder Co., 
76 Third St., N.W., Atlanta, Ga., is the model 3801 time recorder 


and the Lathem watchman's clock. 


The recorder is designed for 


all-purpose industrial use and is constructed of individual units 
which can be easily and quickly replaced. It is equipped with 
Oilite bearings, a Chrysler product that eliminates the need for 
oiling. Machine will record arrival and departure time as well 
as time spent on individual operations. The watchman's clock 
consists of a precision, 8-day jeweled movement in an aluminum 
case with leather pouch and carrying strap. Also has a large, 


easy-to-read dial. 
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Purchasing Agents Convene June 20th-22nd 

Practical purchasing problems will dominate the pro- 
ceedings at the 34th annual International Convention and 
Inform-a-Show of the National Association of Purchasing 
Agents, June 20th to 22nd at the Stevens in Chicago. 

The program of the three-day meeting, as announced by 
Frederick J. Heaslip, director of purchases of Fairbanks, 
Morse & Co., and chairman of the general convention pro- 
gram committee, is built around discussions of present-day 
business and price trends by leaders in the purchasing field. 

The association’s business survey committee, under chair- 
manship of Robert C. Swanton, director of purchases of Win- 
chester Repeating Arms Co., Division of Olin Industries, New 
Haven, Conn., will lead off the first general convention ses- 
sion with a discussion of “Business-Markets-Prices.” At the 
same session, William C. Johnson, executive vice-president 
of Allis-Chalmers Mfg. Co., will give the “Management 
Viewpoint on How Far?—How Fast?—and How Soon?” 

The first afternoon session will bring forum discussion on 
the outlook for steel, coal, and liquid fuels. Members of 
the committees on steel, coal, and fuel oil will make up the 
panels. The producers’ viewpoint will be presented by 
Charles R. Cox, Carnegie-Illinois Steel Corp.; B. R. Gebhart, 
Chicago, Wilmington & Franklin Coal Co.; R. P. Blazer, Allied 
Oil, Inc.; and G. L. Brennan, Warren Petroleum Corp. In 
addition, Whipple Jacobs, Phelps Dodge Copper Products 
Corp., will discuss “Purchasing’s Position on the Company 
Management Team.” 

The second day will feature two government officials on 
“Government Programs—Effects on Markets and Prices”’— 
Paul G. Hoffman, E.C.A. administrator, and E. H. Hawkins, 
Munitions Board. There will also be a non-ferrous metals 
forum and a containers forum. 

“Legal Phases of Purchasing” will be presented by Mar- 
shall Newcomb, Lone Star Gas Co., and Mark S. Massel, of 


man, Fair Trade, and Proposed Limitation on Competition.” 
“Freight Absorption and Delivered Prices—Where Do We 
Stand?”, by William Simon, former counsel of the Capehart 
committee, will round out the legal discussion the third 
morning. 

R. W. Hooker, Hooker Electrochemical Co., will discuss 
“Chemical Developments to Watch,” at the second afternoon 
session. 

The final day of the meeting is largely devoted to a panel 
discussion of materials management. In addition, there will 
be discussions on the “Availability and Price Trends of 
Agriculture Products Used by Industry,” by C. C. Farring- 
ton, Archer-Daniels-Midland Co., and on “Trends of Indus- 
trial Construction Demand and Costs,” By George H. Miehls, 
Albert Kahn Associated Architects & Engineers, Inc. 

The educational program will feature demonstrations of 
practical forum and visual education meetings. 

At the Inform-a-Show 100 industrial suppliers will exhibit 
new and improved products. 


Transcription Supervisors Have Education Night 
The May meeting of the Transcription Supervisors’ 
Association of New York, held at Whyte’s Restaurant, New 
York, featured the group’s annual Education Night. This 
yearly event is given over to a deep probe into the philos- 
ophy of education as it is taught today in our public schools. 

The meeting was chairmanned by Miss Trusselle Harvey, 
former TSA president and currently chairman of the edu- 
cation committee. 

Guest speaker was Raymond Goodfellow, director of the 
Department of Business Education of New Jersey, and presi- 
dent of the Newark, N. J. Rotary Club. His subject was 
“Progressive Education As I See It.” 

The second speaker of the evening was a representative of 
the National Committee for Education on Alcoholism, who 
spoke briefly on the background of this problem. 


A few of the many styles in| 
America’s finest quality erasers; _ 
-—for every erasing requirement. 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 


June, 1949 


At Your Stationer 
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John Stuart Heads IASA 

The Insurance Accounting & Statistical Association 
elected officers and directors for the coming year and 
changed its constitution and bylaws to establish a separate 
Accident and Health Section at its 27th international con- 
ference held May 20th, at the Edgewater Beach Hotel, Chi- 
cago. 

The newly elected president is John Stuart, assistant treas- 
urer, Employers Casualty Co., Dallas, Texas. Chairman of 
the Board is J. S. Pieringer, Jr., secretary, Commercial 
Standard Insurance Co., Fort Worth, Texas. 

Vice-presidents include: for Life, George Hamilton, assis- 
tant comptroller, Phoenix Mutual Life Insurance Co., Hart- 
ford, Conn.; for Casualty, J. A. Mills, vice-president and ac- 
tuary, Lumbermen’s Mutual Casualty Co., Chicago; for Fire, 
W. H. Crawford, secretary, Loyalty Group, Firemen’s Insur- 
ance Co. of Newark, N. J., San Francisco; for Accident and 
Health, R. A. McIver, actuary, Washington National Insur- 
ance Co., Evanston, III. 

Directors include: Research, W. L. Wheeler, assistant 
treasurer, Central Manufacturers Mutual Insurance Co., Van 
Wert, Ohio; Public Relations, K. M. Hills, manager statistical 
division, American Mutual Liability Insurance Co., Boston: 
Publications, E. L. Brandt, vice-president and comptroller, 
Auto Owners Insurance Co., Lansing, Mich.; Exhibits, O. C. 
Moffatt, assistant treasurer, National Retailers Mutual In- 
surance Co., Chicago; Life Section, Ralph Kennon, comp- 
troller, Northwestern National Insurance Co., Minneapolis, 
Minn.; Casualty Section, E. Shaw Skillings, actuary, Allstate 
& Allstate Fire Insurance Co., Chicago; Fire Section, A. H. 
Benson, accountant, Lumbermen’s Mutual Insurance Co.., 
Mansfield, Ohio; Accident and Health Section, A. J. Schnese, 
statistician, North American Accident Insurance Co., Chi- 
cago. 

Secretary-Treasurer is L. J. Hale, assistant conptroller, 
Kansas City Life Insurance Co., Kansas City, Mo. 
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LOMA Conference On 
As this issue goes to press, the Life Office Management 

Association, organization of life insurance companies de. 
voted to developing and encouraging research in the sphere 
of home office management, has between 350 and 400 life in- 
surance executives from the United States and Canada in at- 
tendance at the association’s 1949 spring conference at 
Lookout Mountain Hotel, in Chattanooga, Tenn. 

The Provident Life & Accident Insurance Co., the Volun- 
teer State Life Insurance Co., and the Interstate Life & Accj- 
dent Co., are the host companies. 


Chicago OMA Display Dates Set 

According to H. W. Vetter, assistant general chairman 
of the seminar and office equipment display, the Office Man- 
agement Association of Chicago has again contracted to hold 
its 1950 office equipment display at the Stevens Hotel, Chi- 
cago, February 27th to March Ist. The display will be held 
in conjunction with the seminar. 

Mr. Vetter says that floor plans and contracts are now 
being prepared and will be mailed to exhibitors shortly, 
He cautioned that display space is limited to about 75 ex- 
hibitors and suggests that prompt action be taken by those 
who intend to use space. 

Following their policy, the Association will offer space first 
to those companies who exhibited last year, and any space 
not contracted for by a deadline (which will be announced 
later) will be offered to a limited number of selected com- 
panies who have made outstanding contributions to the of- 
fice management field. 


New Home For Frederic House 

Frederic House, Inc., producers of visual education and 
personnel training films, has moved its offices from 673 
Broadway to the new Frederic House building at 351 West 
48th St., New York. 


. . . improves office efficiency, safeguards health—and costs only $1.50 


Moistening of fingers, stamps, envelopes, or labels is 
much easier, faster, and cleaner for your office force 
with Sengbusch’s new Sanitouch Moistener. It is also 
just the thing for Cashiers and Bank Tellers when they 
handle money. 


But the Sanitouch Moistener is more than just prac- 
tical. Made from lustrous walnut-finish plastic or lus- 
trous two-tone black and grey plastic, it’s good-looking 


too. -] Be! 


Other features: Weighted base gives stability that 
guards against upsets and splashing. Moistening-ball 
seals opening and keeps the water clean and fresh. 
Simple quarter-turn removes top for easy refilling. 
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There are no parts to wear out or break. Size is 33; 
inches by 214 inches. 


Sanitouch Moisteners are extremely popular also as 
“Good-Will Builders’—with the donor’s name im- 
printed in gold or silver leaf. 


Safeguard the health of your employees—add to their 
convenience and efficiency. Equip your offices with the 
new Sanitouch Moistener. Write for circular M-1. 


169 SENGBUSCH BUILDING © MILWAUKEE 3, WISCONSIN 
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= | TIME SAVING 
SALES MAKERS 


« | LETTERING GUIDES ¢ “STs Serres 


— Only C-Thru modern engineering $ 100 *«* WRITES SMOOTHER 
9 ¢ WRITES NEATER 


methods turned the trick. So simple 
to use that an amateur can operate 
ine these rigid, yet pliable transparent fora set of + 


plastic guides on sight. Complete 6 Guides « STRONGER LEADS 
alphabet, signs and numbers on each guide. 
Sizes 1/8”, 3/16", 1/4”, 5/16", 3/8", 1/2”. * 


* 
34 * 
|.50 WE SHALL 
° re BE PLEASED 
3 TO QUOTE 
+ 3% you 
* 
SO as 
» im- 
* 
~— A complete line of other quality 
4. drawing, ruling and computing devices. 


SEND FOR FREE CATALOG 


RULERS + TRIANGLES + MAWIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES NAT 10 NAL P E NCIL COMP AN Y 


0 es Eee 


HARTFORD, CONN. 
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ACCO 
FASTENERS 


30 Styles and Sizes 


Capacities up to 6” 
—2000 sheets 


Binding satisfaction 
for everyone! 


ACCO PRODUCTS, Inc. 
OGDENSBURG, N. Y. 


In Canada: 
Acco Canadian Co., Limited, Toronto, Ontario 


* 


co 
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* : The ‘Precise’ TRIMMING BOARD 
Mii ce Has All These Features! 


® Patented Finger Tip Controlled Paper Guide 
® Finest Steel Blades, Carefully Ground 

® Two White Scales on Black Background 

® Only Finest Seasoned Hardwood Used 

® Every Board Completely Guaranteed 


You buy the finest in the New Precise Trimming Board. It has 
everything you should have for trimming, cutting paper, paper 
board, etc. The patented, adjustable paper guide locks and 
releases with a finger flick. 2 white scales on black background 
speed accuracy and measuring 
time. Models 5, 6 & 7 have 


special safety spring. The “Pre- gg amy ce nase 
oh > ‘oe = —_ No. 41244 1790 
isplayed. Nationally advertise vo. 514" 

in Office Management and No S—33z- “S90 

Equipment. West of Rockies, add 

ORDER YOUR NEEDS TODAY! a A 


AMERICAN PHOTO LABORATORIES 


Dept. G, 28 N. Loomis St. Chicago 7, Illinois 


First International Management Award Made 
A signal honor was paid to the late Wallace Clark, 
international management consultant, at a dinner meeting 
of leading Engineering and Management Societies on May 
17th at the Hotel Statler, New York. The first Wallace Clark 
International Award “for distinguished contribution to scien. 
tific management in the international field” was presented 
to Dr. Hugo de Haan, of Geneva, Switzerland, general sec- 
retary of the International Committee on Scientific Manage- 
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ment. This award, which has been established by the Amer- 
ican Society of Mechanical Engineers, American Manage- 
ment Association, Society for the Advancement of Manage- 
ment, and Association of Consulting Management Engineers, 
will be given each year through the National Management 
Council. 

H. B. Maynard, president of the Council, presided at the 
meeting and addresses were made by Professor Erwin H. 
Schell, Massachusetts Institute of Technology; Alvin E, 
Dodd, honorary president of AMA; Professor David B. Por- 
ter, New York University; Edwin O. Griffenhagen, president 
of ACME; Dr. Lillian M. Gilbreth; and John A. Willard, 
chairman of the award committee, presented the gold medal 
to Dr. de Haan. The medal was designed by Julio Kilenyi, 
sculptor of many medals, including the one for the Truman 
inaugural. 


Helm to Head New York Executives 

E. L. Helm, manager of the office service department, 
Shell Oil Co., New York, was elected president of the Office 
Executives Association of New York at the annual business 
meeting of that organization held last month at the Belmont- 


E. L. Helm 


Plaza Hotel. He was formerly second vice-president of the 
association, which is the New York Chapter of the National 
Office Management Association. 

Other new officers elected are Charles Haverin, Metropoli- 
tan Life Insurance Co., first vice-president; Rudolph Lang, 
Jellinek Printing Co., second vice-president; Alwyn Ogden, 
Universal Atlas Cement Co., treasurer. Edith Harper, Scott- 
Foresman Co., was again elected secretary. 

Guest speaker of the evening was Dr. G. H. Lawshe, of the 
Occupational Research Center, Purdue University, Lafayette, 
Ind., who reported on job evaluation research conducted by 
his center, and its effect on wage problems. 
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WHAT EVER HAPPENED 
10 THE OLD SOAP ERASER? 


The eraser of your childhood —the famous old 
Goodyear soap eraser —is riding a new wave of 
popularity. Students demand it, business offices 
specify it, artists love it. There is no general pencil 
eraser like it in the world! 


Write for free sample. 


THE ROSENTHAL CO., 45 E. 17 ST., N. Y. 3 
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THE CLAROTYPE CO., INC. 
261 Broadway, New York 7 


==]| these famous VISIBLE OFFICE 
_ RECORD CONTROL SYSTEMS 


* REMINGTON RAND KARDEX 
Systems | Reconditioned ) 


* ACME INSITE FILES 


( Reconditioned } 


* LEDGER TRAYS (all 
makes) 


* TUBULAR INDEX 
Systems 


Card sizes 3x5,up to 11x9 
Varying drawer capacities 


IMMEDIATE DELIVERY 


Largest Stock in New York of 
OFFICE FURNITURE & EQUIPMENT 


Matharr °)22°2"" 
Near Spring St., New York 12 


EST. 1876 CAnal 6-0350 


AMERICA’S LARGEST SELECTION OF OPFICE FURNITURE IN WOOD, STEEL, LEATHER 
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ECT FOR DUP T JOB! 
Erg teri ate it arte ect ea 


Prints post cards, shipping tags, labels 
with perfect registration every time. 


Lettergraph Post Card Printer is handy and inex- 
pensive . . . has hundreds of uses in busi- 
ness, schools, clubs, churches, etc. 


Quick and accurate . . . this portable printer is 
popular wherever clear, low-cost dupli- 
cation is required. 


Write for Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
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For Immediate Delivery 
1FAMOUS HODGMAN SPECIALTIES1 


iNEVA-TWIST 


The all-rubber cord specifically de- 
fl signed to prevent the kinking of 
telephone cords and adaptable for 
use on ironers, toasters and other elec- 
tric appliance cords. Neva-Twist with- 
stands wear and constant usage, has no 
rough edges, won't crack, break, or scratch 
because it is compounded from pure rubber. 
t Hodgman’s Neva-Twist is packaged to 
sell—-comes in an eye-catching red and gray 
eardboard display wrapper which occupies a 
minimum of space on dealers’ shelves and 
f “ounters, yet gives maximum display value, Packed 
8 dozen per carton and one gross to master car- 
J tor. Weight is 24 lbs. per gross. 


ALL RUBBER 


FINGER TIPS 


Made of soft, fiexibie fl 
pure rubber compound, 
molded to fit the finger ff 
assuring greater comfort 
to the user. Ridges run ff 
ull the way around, al- 
lowing finger tip to be 
used in any position, and 
providing a sure grip on 
letters, checks and other Reet 
per stocks. 
Packages of 
eome in a new and unusual die-cut 


finger tips now J 


_ f earton styled in red, gray and black. J 

& An eye-catching white arrow points to 

7 twelve boxes, each containing one dozen 
fingertips. Tips are available in five popular 


sizes. Average weight is one 


Send for catalog giving full information 
on Rubber Bands, Desk Pads and other items 


1 HODGMAN RUBBER CO. , 


FRAMINGHAM, MASS. 
NEW YORK CHICAGO SAN FRANCISCO 


pound per gross. q 
| 
| 


— —<—<—— ~ 
—————— IN FISHING THROUGH THE ICE 
———__ A TIP-UP FLAG WAVES WITH THE __— 


|= STRUGGLES OF A HOOKED FISH- 


—— 
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URGENT AS A WAVING FLAG 
NU-VISE PROJECTING SIGNALS 
PROCLAIM THE VITAL POINTS 
ON VERTICAL RECORD SYSTEMS . . 
SIGNA 


(f and MAPTACKS 


GEORGE B. GRAFF CO., 


CAMBRIDGE 40, MASS. 
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New York Filing Association Elects 

The May meeting of the Filing Association of New 
York, was held at the Hotel New Yorker. This was the an- 
nual business meeting, and the following members were 
elected to office for the 1949-1950 term: President, Miss Ann 
McDonald; 1st vice-president, Miss Ethel Carew; 2nd vice- 


Ann McDonald 


president, Miss Beatrice Roach; recording secretary, Miss 
Violet Campbell; treasurer, Miss Jean Bruce; corresponding 
secretary, Miss Marguerite Stainkamp. Elected to two-year 
terms as directors are Mrs. Elizabeth G. Barnes and Miss 
Sarah Horowitz. 

The members also voted to change the name of the or- 
ganization to the Records Management Association of New 
York, and henceforth will be officially known by that name. 


Thomas Heads Jersey C. P. A. Society 

Alumnus and former instructor in accountancy at 
Pace College, New York, Marshall M. Thomas, C.P.A., was 
elected president of the New Jersey Society of Certified 
Public Accountants at the Society’s annual meeting held at 
the Claridge Hotel, Atlantic City, N. J., April 29th and 30th. 
The general theme of the two-day meeting was “The Small 
Practice: Problems and Opportunities.” 

The newly elected president joined the Pace staff in 1919 
as an instructor in accountancy. He was admitted to prac- 
tice as a Certified Public Accountant in New York State, 
and in 1923 became associated with Charles B. Couchman, 
C.P.A., who later became president of the American Insti- 
tute of Accountants. 


Libraries Association Convention Set 

The program for the 40th annual convention of the 
Special Libraries Association has been announced by Dr. 
Hazel A. Pulling of the University of Southern California, 
convention chairman. The Association will meet in Los 
Angeles, June 11th to 18th. 

Commemorating the 40th anniversary of the founding of 
the Association in 1949, a special Anniversary Train will 
bring members from all over the country to Los Angeles 
after a holiday tour. Leaving New York on June 7th, the 
Convention Special will pick up cars in Boston, Albany, 
Buffalo, Cleveland, Chicago and Kansas City, and stop for 
sightseeing tours en route to the West Coast. Members in 
California will be on hand to welcome their colleagues when 
the special train arrives in Los Angeles on June 11th. 

During the entire convention week, various groups of the 
Association—advertising, biological sciences, business, finan- 
cial, geography and map, hospital and nursing, insurance, 
museum, newspaper, publishing, science-technology, social 
science, transportation, and university and college, will hold 
meetings, round table discussions and forums keyed to the 
convention theme, Blueprints For Action. 

The Special Libraries Association includes more than 
5,000 librarians in business, professional, government and 
industrial organizations of the U. S., Canada, and 32 foreign 
countries. A large attendance is expected for the conven- 
tion, which will be the second national meeting of the Asso- 
ciation held on the West Coast. 


June, 1949 
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SMNA Elects Ward to Presidency 
Walter H. Ward, manager of the safe-cabinet division 
of Remington Rand, Inc., 315 Fourth Ave., New York, was 
elected president of the Safe Manufacturers National Asso- 
ciation at the Association’s annual meeting, held April 12th 
at the SMNA headquarters, 366 Madison Ave., New York. 
Widely known in the industry as a specialist in the pro- 
duction and promotion of insulated record protection equip- 
ment, Mr. Ward has directed sales of Remington Rand’s in- 


Walter H. Ward 


sulated products since 1946. Prior to that he was manager 
of the company’s Buffalo, N. Y., branch of the systems divi- 
sion, of which the safe-cabinet division is a part. He has 
been with the company since 1921. 

The Safe Manufacturers National Association is a non- 
profit industrial organization maintained for the purpose of 
establishing and maintaining high standards of product per- 
formance. It represents about 98% of the industry’s pro- 
duction capacity in the United States. 

The principal aims of the SMNA, as stated in its hand- 
book, are “to promote the science and improve the methods 
of protecting records against fire and theft and to establish 
and enforce such proper and lawful procedure as will safe- 
guard the public against improper claims as to fire and/or 
burglary or robbery-resistance of the products of the in- 
dustry.” 

Members of the Association submit each of their products 
to the SMNA impartial committee for classification, and the 
use of the SMNA label is authorized in accordance with 
SMNA specifications to which each product is shown to con- 
form. Fire-resistive classifications for safes, chests, and in- 
sulated record containers are based on tests conducted by 
Underwriters Laboratories, Inc., an impartial and qualified 
authority. 


Philadelphia File Executives See Film 

The May meeting of the File Executives’ Association 
of Philadelphia was held at the Robert Morris Hotel, and 
was highlighted by the showing of a film “A Million Dollars 
A Day,” narrated by Lowell Thomas. 

The April meeting too, was a great success, due to the 
planning of Miss L. Slayton of the Shaw-Walker Co., of 
Philadelphia. The program included a tour through the 
Shaw-Walker offices and demonstrations of various filing 
displays. 

A buffet dinner was served at the M. L. Club and a busi- 
ness meeting followed. Climaxing the evening's activities, 
the members held an “around the table” discussion which 
was, according to Clare Schmere, chairwoman of the public- 
ity committee, highly informative. 


Sheaffer Pen Boosts Net Profit 
The W. A. Sheaffer Pen Co., Fort Madison, Iowa, re- 

cently reported a net profit for the fiscal year ending Feb- 
Tuary 28th, of $2,471,161.51 after provision for taxes and 
Provision in recognition of net loss of its Canadian sub- 
sidiary. 

This compared to $1,825,581.75 for the previous year, and 
amounted to $3.06 per share. 
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inacidilinagt Check-Endorsing and Cancelling Machines 
; Rabi ta Pay and Production Control + 
— “Automatic Stamp Vending Machines 


FOR BETTER IMPRESSIONS... 


FULTON 


DRI-KWIK STAMP PADS 


Here is a stamp pad with outstanding features . . . 
a box cover with rolled-edge for ease in opening 
... a pad carefully constructed of special woven 
felt and muslin on perfectly insulated block—inked 
with Dri-Kwik, a special ink that is odorless and dries 
instantly after use, but remains moist in stock. 
Furnished in red, black, violet, blue and green. 


Depend on Fulton for outstanding value of 
Service and Fulton Daters and Numberers . . 
all of high grade rubbers—deeply moulded to 


give clearer impressions. 


Deluxe and special business outfits, sign and chart 
markers, and all types of marking inks. 


Achilles and Iron Castor Racks 
PROMPT SHIPMENT WRITE FOR CATALOG 


‘Fal SPECIALTY COMPANY 


Factory and Showroom 
82 Fulton Street Elizabeth 1, N. J. 


‘3 Uicer Openers * Envelope Se 
‘Multipost Stamp Affixers 
room Tables, Sorting Racks and 
- Mail Bags and Mail Bag Holders 


‘canada Ltd., Terentilll Oaiite* 


: i : ie i " “ % poe — x rat 3 a ke ae Se pa —— 5 <a) 1 (m » a be - Re a. : 
New | a 
an- 
were eC“ teststs‘(‘iéiaS 
Ann 
ee 
ding ay ‘ 
year ; 4 ; 
Miss ee | 
New 
: : ee | 
oe 7. ‘ yi a ne i ae: ae 
oS ae . g = 
Mailroom and © 
— . ° ie , 
- m@ Office Equipment — 
| 7 . . ve —— 
Ae . a ¥ 
| i 
f | &  . pee ; Automatic j Et , r 
Re (ommercic! a 
Ba Unvs Big 
- oe ee ‘ 
= 4 E:. oie. 7” 4 
_ | 3 
eC 7 
i: = = ae a i - ee chet “* nici 3 = 4 2 aii — 2 


See 


The New 
Improved 
Easy to use 


VISACOPY 
Copy Holder— 
—Work Organizer 


Prevents Eye Strain 
Stops Fatigue 
Saves Time 
Improves Posture 


Exclusive VISACOPY Features: 


@ HOLDER ARM Catches Paper Instantly and Securely 

e@ BAILER BAR Instantly Adjusts Copy to Desired Starting Position 

@ ENCLOSED MECHANISM No Protruding Arms or Parts 

e@ LINE GUIDE Always Square with Reading Line 

@ SPACE SELECTOR Instant and Posi- 
tive 

@ SPACE BAR Simple—Rapid—Access- 
ible 

@ PORTABLE Can be Positioned for 
Best Lighting—Easiest Reading 

@ FOUR MODELS Standard 10°—Three 
Master Models of 16”-20'-25” widths 

All models are reasonably priced and 

are fully guaranteed against mechan- 

ical defects and defective material. 


SUGGESTED USES 


Transcribing — Tabulating — Analy- 
tical Work — Dispatch — Recapitu- 
lating — Recording—Sales Supervision 
— Billing — Stencil Cutting — Book- 


keeping. 


GARLYNN ENGINEERING CO. 


755 Pennsylvania Ave., San Francisco 7, Calif., U. S. A. 


— 


“FIGHT 
CANCER" 


Trite words? Not when you know the 
tragic facts of which these words are 
sum and substance. Last year more 
than 200,000 Americans died of cancer 
—rich and poor, young and old. Re- 
search and education are our most 
potent weapons in the war on cancer. 
Your contribution is needed to carry 
on the fight—to wipe out cancer—to 
guard yourself and your loved ones 
from this dread disease. 


AMERICAN CANCER SOCIETY 


CLASSIFIED ADVERTISING 


Rates are I15c¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Positions W anted—Male 


—.._. 
ground in the field of economics 
than four years of field experience in job 
procedure is interested in establishing 


YOUNG MAN with education and back 
and management, with more 
analysis and personnel 


; r : a a long. 
term connection with a company or organization. Can offer demas. 
strated talent for writing and trend analysis work. Salary open to 
discussion. OM-49. 


SALES MANAGER open for new connection. Over 20 years selling 
experience accounting, calculating and communications equipment and 
systems. Excellent record and references. Prefer Eastern U. S. Will 
consider any proposition with good prospects. OM-40. 


OFFICE METHODS & Procedures Specialist:—Ten years experience, 
Procedures, Layouts, Manuals, Form Design Standardization & Control, 
All Reproduction and Printing Methods plus correct Applications. Not 
theory—Practical ‘Know Heow”’ all Phases. Presently in South America 


in Supervisory Capacity. Seek similar assignment anywhere abroad. 
Write OM-45. 

Positions W anted—Female 

EXECUTIVE ASSISTANT—Right hand to a busy executive. Wide 


diversified experience in management of office, purchasing, production, 
sales, personnel. Knowledge of engineering, blueprints, securities, 
Capable of handling outside negotiations. A find for a wide awake 
organization seeking a reliable, loyal and hard working person who 
= to become an asset. Available now at a starting salary of $3,900. 
RECORD ADMINISTRATOR seeks temporary assignment or per- 
manent connection. Excellent training and experience in analysis, in- 
stallation, reorganization, and administration. OM-44. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St.. Richmond, Va. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The procedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present fosition 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, New York. 


Representation Wanted 
WANTED—Factory 


Representatives or Salesmen interested in repre- 
senting Skyliner, America’s newest modern line of steel desks and 
office furniture. Fertile territories available for the right men. Ad- 
dress replies to Mr. Edward D. Hirsch, President, Orna Metal Products 
Company, 2412 South Seventh St., St. Louis, Mo. 


For Sale or To Buy 
PERFORATED GUMMED ADDRESS labels, 814 x 11 sheets, 33 labels 


on sheet. Used for typing mailing lists. Make up to 6 duplicate copies 
using any — carbon paper. Our sheets are good quality, well gummed, 
and very low in price. Write for sample sheet and our price list. 


Bison Research Service, Buffalo 2, Minnesota. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature. Z. H. 
POLACHEK, 1234 Broadway, New York City. 


Services Wanted 


ADDING MACHINE REPAIR Shop wanted to handle local 


service 
contracts of well known electric adding machine. Opportunity to also 
act as sales agent. Write Room 802-C, 210 Fifth Avenue, New 


York 10, N. Y 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 


AMES SAFETY ENVELOPE COMPANY 
SOMERVILLE MASSACHUSETTS 
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Skekmakter | 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30!/" High 


Electrically welded throughout. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


ART STEEL SALES CORP., 


170 West 233rd Street, New York 63, N. Y. 


FUTURA GREY 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 
Write for Prices 


Heineman Office Equipment Co. | 


4 N. Sth Street St. Lowis 1, Mo. 
Phone: Central 6282 


—_ | 


PEP UP YOUR SALES CHARTS 


POSTER COLORS! | 
ASSORTMENTS 


No. 6 Contains Six 
Colors 75c¢ per set. 
No. 12 Contains 12 
Colors $1.50 per set. 
Also put up in 2-oz., 
4 Pint, Pint & Quarts 


NOBEMA 


PROD. CORP. 
141 Greene St., N. Y. 12 
New York 


In demand -- because their 


been equalled _ 


THE ORIGINAL 


BINDER CLIPS 


Holds, clamps, binds anything! 


Precision made of tempered spring 

? steel. Rust-resisting. Gloss black finish. 

‘sy Nickel plated handles are removable. A "Cado” 
3 capacities: #2—34", #5—5g", #10-—1". _—ppreduet 


CUSHMAN & DENISON MFG. CO. 


135 West 23rd Street, New York 11, N. y, a) 


SECURITY 


Remington Rand Visible File — solidly built 

of wood. Reconditioned (good as new) olive = 
green. 15 drawers. Capacity 1,020 cards. =— 
Complete with 5 x 8 card holders. = 
ALSO OTHER SIZES WOOD KARDEX, =F 

STEEL KARDEX, AND OTHER MAKES = | 


World’s Larges? Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


TRAVEL EXPENSE 


May be deducted on income and pay- 
roll tax returns only upon presenta- 
tion of definite, itemized records. 


Beach's 
“Common Sense” 
Expense Books 


are best for keeping such records. 


Get them from your stationer or write us 
for samples and prices. 


Beach Publishing Co. 


Detroit 2 Mich. 


June, 1949 


In Comfort! 


Enjoy one of our 


WOVEN 
PLASTIC TOP 


OFFICE CHAIR CUSHIONS 
Two inch rubberized hair pad, equipped with zipper. 
Attractive, long-lifed. 


Size 2" x 15 x 16%4"—$3.95 each, plus postage. 
Prices on other sizes and quantities on request. 
Satisfaction guaranteed or money refunded. 


P. E. FIELDER MANUFACTURING CO. 


405 East Whaley Street Longview, Texas 
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9 and watch this new 


_ SNAPSET AUTOMATIC 
_ FEEDER® cut billing costs, 


yNESS 
27 — ate 


AMERICAN BUSINESS SYSTEMS 


1229 Belmont Ave, Phila. 4, Pa. « Wines _ 
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A 
Acco Products, Inc. 74 
Ace Fastener Co. 48 


All-Steel Equipment, Inc. 
3rd Cover 


American Business Systems 80 
American Cancer Society 78 
American Photo Laboratories 74 


| Ames Safety Envelope Co... 78 
Art Steel Sales Corp. 79 
B 
Beach Publishing Co. 79 
Boorum & Pease is 15 

Browne-Morse Co. 14 

C 

| Carter’s Ink Co... 10, 11 

Clarotype Co., The 75 

Codo Mfg. Corp. 62 
Cole Steel Equipment Co., 

Inc.... pian Bsks 35, 36 

Commercial Controls Corp.. 77 


| Corry-Jamestown Mfg. Corp. 13 


C-Thru Ruler Co. 73 
Cushman & Denison a 
Co., Inc. 79 
D 
Dennison Mfg. Co. 67 
Dictaphone Corp. i ae 
Ditto, Inc... ... 9 
E 
Eastman Kodak Co. 53 
F 
Fielder Mfg. Co., P. E. 79 
Fulton Specialty Co. 77 
G 
Garlynn Engineering Co. 78 


General Fireproofing Co., 
nee... 4 
Globe- Wernicke Co., The. 59 
Graff Co., George B. 76 
H 
Hammermill Paper Co. s 2 
Heineman Office muepent 
Co. .. 79 
Heyer Corp., The 75 
Hodgman Rubber Co... 76 
Hotchkiss Co., E. H... 5 ae 
| Hunt Pen Co., C. Howard. 48 
I 
International Mfg. Co. 49 


| Invincible Metal Furniture 


Co. Peres. 63 


Med ailticacs . oe 


K 


Keystone Steel Equipment 
Co. sob es 65 
Koh- I-Noor Pencil Co. ~* 68 


M 


Moore Business Forms, Inc. 
2nd Cover 


N 


Nathan, Inc., Charles... _. 75 
National Pencil Co......__. 73 
Neva-Clog Products, Inc... 49 
Nobema Products Corp.. .. 79 


oO 
Office enema & Equip- 
ment. ; 16 


Oxford Filing Supply Co., 
Inc. 8 


Ozalid Div. of General Anil- 


ine & Film Corp. sees ae 
P 

Plymouth Rubber Co., Inc.. 69 

Pronto File Corp... 35, 36 
R 

Remington Rand 12 


Roberts Numbering Machine 
Co. 


Roberts Rubber Co., Weldon 71 


Robotyper Corp........ 61 
Rosenthal Co., The ... 75 
Ss 


Security Steel Equipment 
Corp. 

Sengbusch Self- Closing Ink- 
stand Co. 72 

Sheppard Co., C. E., The. .. 6 

Sturgis Posture Chair Co.... 61 

Swift Business Machines 


Corp.... Stat seee pene 
= 

Taylor Chair Co., The . 64 
U 

Uarco, Inc. ate 3.00 

Underwood Corp... 4th Cover 

U.S. Pencil Co...... 3 


Universal Office Equipment 
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Yawman & Erbe leased Co., 
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wae ce | wasting hand-feeding . . . the typist merely presses bs | 
_ a button, and the machine drops a complete set of 
7 s - forms into place, aligned and in perfect register, — 
7 =p _~feady for typing. For complete information, write, 
. a 80 a June, 1949 


nc. 68 


ne. 
Cover 


i. 
aaa 
. 49 
. 79 


35, 36 


6 
1 Cover 
nice 
nent 

eS 


Fixed Center Bed Secretarial . 
Disappearing Platform 


Single Pedestal, 


Flat Top Desk, 
45° x 28 


76" x 36” 


Flat Top Desk, 60” x 28” 


Now... CH Convortibildly cuts office costs! 


The new A-S-E Line is convertible—the desk you 
buy meets every changing office need with 
quick, low-cost alterations by your A-S-E Dealer. 


No longer is it necessary to have a big inventory of single-purpose 
desks that too often don’t meet changing office conditions. With the 
new A-S-E Line—the convertible line—you can always have a desk 
that fills job requirements exactly and with maximum efficiency. 


Desk tops and drawers are completely interchangeable . . . for 
example, the Fixed Center Bed shown above can be changed to a 
COMPLETE LINE OF A-S-E is aie ail i ll b els: ited’ flac 
TABLES, TOO Flat Top Desk in minutes by your dea er, right in your office. 

4 Popular sizes, from 45” x 28” to And, you can’t beat the new A-S-E Line for top-notch styling. 

oe Se Gaile aipaiend by Dew Gleaming satin-chrome hardware, beautiful baked-on dawn gray 

changeable tops (The same tops used on 7 . 

the desk line) and panelled table legs. finish that blends with any office color scheme, gracefully tapered 
pedestals . . . here’s a desk line that adds real beauty to your office! 


wehepe pte 


See Your A-S-E Dealer Today for Complete Information 


a 


ie, ALL-STEEL EQUIPMENT INC. 


44 GRIFFITH AVENUE AURORA, ILLINOIS 
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Good to Look at... 


A Joy to Use... 
A Gem to Own 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
»..not shaded or blurred. 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll a/ways have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing .. . all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
. therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines.. 
Machines ...Carbon Paper... 
and other Supplies. 
One Park Avenue New York 16, N.Y. 
Underwood Limited, 135 Victoria St., eA 
Toronto 1, Canada UNDERWOOD 
Sales and Service Everywhere se 


. Accounting 
Ribbons 
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